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CHAPTER I 
INTRODUCTION 
Statement of the Problem 
The major problem of this study was to survey the 1957-1958 graduates 
of the Katharine Gibbs School to determine the effectiveness of the course 
in secretarial procedures. This study was undertaken to provide a basis 
for the possible revision of the course. 
Analysis of the Problem 
Pertinent data from the survey were sought in order to determine the 
following: 
1. To ascertain the extent that the course in secretarial procedures 
is meeting the requirements of business 
2. To determine how many graduates use the Katharine Gibbs reference 
book of forms on the job 
3. To ascertain which secretarial procedures need more emphasis in 
school and which secretarial procedures might be eliminated 
4. To find out the extent that the graduates are using electric 
typewriters and various office machines 
5. To ascertain the sources through which the graduates obtain 
their positions 
6. To develop, on the basis of the findings, recommendations for 
improving the course • 
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Justification of the Problem 
The Katharine Gibbs School makes every effort to keep abreast 
of changing trends in office work. The administrative officers of the 
school, in common with most other educators, feel that the best means of 
studying the needs of the school is through the graduates at work. 
The secretarial procedures course is required of all students in all 
curricula. The results of this survey will be helpful in determining 
whether the course should be continued wholly in its present form, or whether 
certain procedures are no longer useful and might well be eliminated or re-
placed. 
Several questions for the survey form were submitted by the staff 
members of the Katharine Gibbs School. One of these was to determine 
whether the graduates were making full use of the placement department • 
Another was to determine whether the instruction in filing was in line 
with what is used in business. 
Delimitation of the Problem 
The study was limited to a representative group of alumnae .from 
each of the four schools who had completed one of the courses in 1957 or 
1958. A total of 630 names were obtained. Two hundred and eight names 
were obtained .from the Boston school, 200 .from the New York school, 
100 from the Montclair school, and 122 .from the Providence school. 
The names were selected by members of the placement department of 
each school and the list covered a wide geographical distribution • 
t 
As the course is required of all students, and all instructors 
teach through a common outline, the school authorities were interested 
primarily in the over-all findings, rather than the findings of any 
individual school. 
However, individual school results have been computed and are pre-
sented as a matter of additional interest. 
Explanation of Terms 
The following explanations are adapted from the catalogue of the 
1 
Katharine Gibbs School and are given in order to make the thesis more 
meaningful. 
Liberal Arts-Secretarial Curriculum This is a two-year pro-
gram. The first year is devoted primarily to academie subjects. 
Basic training in shorthand and secretarial accounting is in-
cluded. The second year offers advanced technical training and 
essential business subjects together with studies in advertising 
techniques and income management. 
OneJrear Secretarial Curriculum The one-year secretarial cnr-
ric um offers thorough training to the young voman who has 
completed secondary school and wishes to equip herself quickly 
for employment. Intensive technical training is supplemented 
by practical instruction in orderly business procedures. 
Special Course for College Women This is a one-year curriculum, 
open to college graduates and other young women who have earned 
at least half of the required credits for a degree in liberal 
arts, and also to young women graduates of a junior college 
majoring in liberal arts. It combines intensive secretarial 
training with extensive business preparation for executive 
duties. 
Course in Secretarial Procedures In this course the students 
acquire a background of experience that prepares them for 
efficient office work. They acquire this by performing typical 
assignments that develop a broad knowledge of secretarial 
1. Catalogue of the Katharine Gibbs School, 1958-59 
3 
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procedure. They also become familiar with various time-
saving machines used in modern offices. This course is 
required of all students. 
Other terms used in this paper which may need explanation are the 
following: 
Scrapbook All completed assignments in the course known as 
secretarial procedures are placed in a scrapbook, thus giving 
the student a permanent source of reference for the material 
and setup of various forms. 
"li• Q.• preferred" This term is used to indicate the style 
points which follow the preference of the Katharine Gibbs 
School, ar which are indicated by a symbol in the Correspondence 
Handbook. 
Placement Project This is an undertaking required of all stu-
dents in the second half of the final year at the school. Each 
student requests two interviews with people employed in fields 
of her particular interest. After the interviews the student 
submits a report to the placement director and has a personal 
interview with her. In conjunction with this project the stu-
dents are given detailed lectures on how to ask for an inter-
view, what to wear, how to interview, and how to make a report. 
Students are not permitted to ask for a position, or to accept 
one if it is offered. However, many of the people interviewed 
contact the placement office at the end of the school year and 
request job interviews with the students who visited their 
offices. 
Background of the Study 
The first Katharine Gibbs School was founded in Providence in 19ll 
by Mrs. Katharine M. Gibbs who foresaw an increasingly important place 
in the changing business world for well-trained secretaries. 
The idea made an instant appeal to many well-educated young women 
4 
who were interested in business and in Mrs. Gibbs's pioneering in rasing 
the standards of secretarial proficiency to a professional level. 
1. Correspondence Handbook - Published by Katharine Gibbs School, 
Lucy G. Mayo, Editor (Copyright 1954) 
• 
• 
.. 
There are now four schools. The Boston school was opened in 1917; 
the New York school in 1918; and the Montclair school in 1954. 
The instructors in all schools follow the same course outlines 
closely, so that at any one time, the same point is being taught in a 
given subject. Members of the administrative staff, with offices lo-
cated in the New York school, visit all four schools frequently and 
there is a closely knit bond among them. 
The placement service in each school is open to the graduates of 
all four schools. This is a lifetime privilege of any graduate. In 
addition, any alumna may attend a two weeks' refresher course, free 
of charge, in the school most convenient for her. 
Among the courses required of all students is the secretarial 
procedures course. This is given one hour a week in class for a period 
of fifteen weeks during the last tenn of school (second year for two-
year students). There is considerable outside preparation. 
This course provides an opportunity for the student to see and 
work with canunonly used office fonns as well as to become acquainted 
with the checkwriter, mimeograph, and adding machine. The completed, 
approved forms are placed in a scrapbook and serve as a source of 
reference to the student when she goes out on a position. 
Organization of Chapters 
The first chapter includes an analysis and statement of the problem 
and a brief background of the school involved in the study. It also 
includes an explanation of those terms which will make for better 
5 
• 
• 
understanding of this report. The second chapter gives a review of re-
lated literature. The third chapter explains the procedures followed 
in carrying out the study. The fourth chapter contains the ana~sis 
and interpretation of the data, and the fifth chapter contains a brief 
summary and the recommendations based on the findings • 
6 
• 
• 
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CHAPI'ER II 
REVIEW OF RELATED LITERATUP-E 
1 
Walters and Nolan compare the follow-up study of' graduates to 
the common practice in business, industry, and the professions of' 
cbecking up after a high-priced article has been sold or professional 
services have been rendered to see whether the article or service are 
satisfactory and to discover the cause of' dissat.isf'action if any ex:tsts. 
2 
In relation to the follow-up of graduates, they state 
A follow-up of graduates placed in positions will show 
(1) whether t.he placement office is performing an flf-
f'icient service~ recommending suitable candidates for 
jobs and (2) whethe!' the teaching staff is performing 
an efficient S'3rvice jn vocational training. 
The many follow-up studies found in the writer's revtew of' ex:isting 
literature indicate the awareness of the school administrator of the 
value of this type of study. 
Although no study was located based on a single course such as 
this survey, many fine follow-up studies were available for review. 
The follow-up survey was approached from several different angles. 
3 
For example, Glidden made a survey of the graduates of' a particular 
department of her school-t,he medtcal-secretarial program. By a survey 
of' the graduates of the curriculum from 1943 through 1949, she sought 
to determine, in part, the salaries and working conditions of' the 
graduates. She was further interested in learning which subjects taken 
1. Walters, R. G., IUld Nolan, c. A., Principles and Problema of Business 
Education, South-Western Publishing Company, Cincinnati, 1~. 
2. Ibid., P• 333. 
3. G!Iaden, ~dia, A Survey of the Graduates of the Medical Secretarial 
Program of' the Fraher SchOOl-a! Boston, Maiterri Thesis, Boston 
Uhi versi'cy', ""!951. -
<, 
in high school were considered of greatest help. She was interested 
in the titles of the various positions held and in an;y suggestions 
for improvement. 
Her results showed that the graduates considered Latin, biology, 
and general science the most important high school subjects. Maey 
felt that more emphasis should be placed on technical dictation, rather 
than general secretarial skills. :!la!!J'" asked that a course in phama-
cology be added. She found that the titles of positions held varied 
widely, from clerk to medical assistant and laboratory assistant. In 
general, the graduates who worked for pl:lrsicians in their offices were 
paid better than the workers in hospitals, but their hours were longer. 
1 
Base and Reilly wrote a joint thesis from two avenues of approach. 
They surveyed not only the graduates of the classes of 1949 and 1950, 
8 
but also their emplayers, to determine the ef.fectiveness of the program. 
The empla,yerst survey report was completed by llliiDY people serving 
in dif.ferent capacities frOlll the office manager to the president of the 
compaey. The great majority .felt that the graduates were well prepared. 
A large number of the employers (60 per cent) stressed the need .for 
accuracy and the ability to proofread. Personal traits and ability to 
answer the telephone were mentioned as valuable assets. Several employers 
commented on the inability of the o.ffice workere to change typewriter 
ribbons. 
Man;r of the graduates indicated that not enough specialized dictation, 
as in insurance tel'ID8, was given. Others felt their inability to work in 
1. Bass, Irene R., and Reilly, Charles J., A Follow-~ Study of the 
1949 and 1950 Graduates of Chandler SchoOl for W0111en, BostOri,-
&iaC!iiiseni, and a sa of the ~layers ot the Ch8iid!er Graduates, 
fiWi i!ft{§caiioiiS~ ciiium"lie eion, llas""t"erf s Thesis, Boston 
1JDi vers , ~51. 
C1 
I 
• 
• 
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offices where there were lllaDy interruptions. A few mentioned their ineptness 
in changing typ$WI'lter ribbons. Filling in forma was another skill in 
which more work was needed. Composing letters was difficult for lllallyo 
1 
Sister Jl. Ellenice Donovan did a follow-up study of the 1943-1950 
business graduates of Regis College. Her major purposes were to determine 
how well the curriculum had prepared the graduates :for success and to 
provide a basis for improVing the business program. Regis College is 
unique in that it is a liberal arts college offering a concentration in 
business the last two years at college. All graduates receive a bachelor 
of arts degree. Her study revealed that a large majority of the graduates 
considered shorthand and typewriting the most important courses. Business 
English, accounting, and business machines -re also considered to be o:f 
great value. The graduates :felt that personnel management was of least 
importance--this, no doubt, because so~ of the graduates started as 
secretaries. 
It waa of interest to the writer that the respondents to Sister 
Ellenice• s questionnaires stated that thorough training in the "how" 
o:f applying :for a position should be given. This is one phase of 
placement that is strongly stressed at Katharine Gibbs School • 
.AJnong the recommendations made by Sister Ellenice on the basis of 
her study -re that a course in speech or public spealdrl.g be required 
o:f every business student, that the consumer education course be opened 
to all business majors (preViously this was open only to retailing majors)., 
and that more assistance be given the students in making job contacts. 
It was suggested that the latter training be placed in the course in 
secretarial procedures. 
l • Donovan, Sister ll. Ellenice, A Follow-:!!£ Study of the 1943-1950 
Business Graduates o:f Refni CO'liege, WestOii;-liassaCliUsetti,-
Master•s Thesis, Boston versity, 1951. 
rU 
• 
• 
• 
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1 
Lookette .· did a follow-up stud;?" of the men and 11'0111en in Hampton 
Institute who received a Bachelor of Science Degree in Commerce from 
1947 to 1950. This included the accounting curricul1DB, business edu-
cation eurricul1DB1 business management curricul1DB, or secretarial science 
curricul1DB. Students taking business courses as electives were not in-
eluded. The school started on the elementary and secondary levelll, 
first to help educate former negro slaves, and later, for some years, 
educating Indians under the Indian grant. It became accreditated as 
a Class NA• college in 1932. 
Eighty-eight replies to questio,nnaires were received. Of this 
number 43 had received some post-college education. Twenty-four were 
teachers, 1111111y of the others were in the secretarial field, while a few 
were bookkeepers. The greatest number or graduates had received their 
initial positions through the collegers placement department. 
Among the courses taken at Hampton, accounting, typing, shorthand, 
and business English were the four that the graduates considered most 
helpful. The graduates felt that the following courses, not taught at 
Hampton, would have been helptul1 guidance, logic, business mathematics, 
finance, and stenotyping. In common with respondents to other follow-up 
studies, the graduates felt that more experience in composing letters 
at the typewriter was needed. 
2 
Sister Mary Leola Thompson used a similar approach in making the 
first follow-up study of the business education progr&lll at st. Boniface 
Business School, Philadelphia, Pennsylvania. She usad a mailing list 
1. 
2. 
Lockette, Annie W1ll, A Follow-~ St~ of the Business Departmant 
Graduates of H{i;ton Institute ?ram ~~o 1950, iiBteris Thesis, 
:Boston Uilivers y, 1953. ---
Thompson, Sister llary Leola, An Investigation of the Aeti vi ties and 
Du.ties of Office Personnel tol5e'Eei'iiiinetJi8 EfTeci!Teness of the-
JiiiiitnessEducation Program Iii !!£• '8onifaeeBusiness Schooi;-'Plii!adelphia, 
P!Dn!TlvaDia, Kaster's Thesis, Boston university, 1958. 
/I . 
• 
• 
11 
of the graduates from 1951 through 1955. Following an analysis of the 
answers received from graduates and employers, she made the following 
recommendations: 
1. Based upon an analysis of the difficulties encountered 
by the graduates, the business program should give 
additional emphasis to composing letters at the typewriter, 
copying from handwritten work, meeting callers and receiving 
clients, doing tabulation and statistical work, figuring 
and checking invoices, and using the mimeograph. 
2. Serious consideration should be given to more detailed work 
in the use of the ten-key and full-keyboard adding machines 
and the comptometer, the use of the filing systems, and the 
proper techniques of using the telephone. 
3. Consideration should be given to the purchase of dictation 
records and a tape recorder for more intensive and varied 
dictation in the transcription class. 
4. Consideration should be given to revising the course of 
study in both Business English and spelling. 
5. The possibility of offering a course in personality develop.. 
ment should be explored. 
6. Additional electric typewriters should be provided for 
use in the typewr:i. ting and office-practice classes. 
7. Consideration should be given to the rental or purchase 
of dictation machines for instructional purposes. 
other follow-up studies, particularly those based on college or 
business school graduates 1 were read 111 th interest and are mentioned 
in the bibliograpey. It is of interest to the reader to note how 
frequently the same phases or work, such as composition at the typewriter, 
accuracy, lectures on how to make application for a position, and the 
ability to handle telephone conversations were mentioned. The •course 
in secretarial procedure" was mentioned occasionally as the area in which 
some of the sought-after abilities could best be taught. Personality 
development pli!J"ed a prominent part in the recommendations of several of the 
/V 
• 
• 
• 
authors. Some suggested lectures in personality developaentJ others 
that the developaent of good office traits be stressed by each teacher 
in her classroom. 
This thesis is added to the growing number of follow-up surveys 
in the hope that it w.l.ll not only be of help to the school authorizing 
it• but also that it w.l.ll be of interest to other workers in the field 
ot business education • 
12 
• 
• 
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CHAPTER III 
METHOD OF PROCEDURE 
In brief, the following steps were taken in the preparation of 
this paper: 
1. Permission and approval for the study were obtained from 
Hiss Narion Beck, vice president in charge of the technical depart-
ment of the Katharine Gibbs School. Miss Beck sent a memorandum to 
each of the schools requesting the cooperation of the placement 
department in obtaining the names and addresses of alumnae. 
13 
2. A number of theses were read and abstracted to obtain background 
for the study • 
3. Two hundred names and addresses were obtained from the largest 
school which is located in New York. The list included 100 graduates 
who had completed the course in 1957 • and 100 who had completed the 
course in 1958. Representatives of all courses were included in the 
study. 
The writer obtained 208 names from the files of the placement 
department in the Boston school. Care was taken to include representatives 
of all groups at this school. One hundred and six names were those of 
graduates of 1957 and 102 graduates of 1958. 
The placement office at the Montclair school sent a list of 100 
names; 50 graduates of the class of 1957; 50 of the class of 1958. 
The director of the Providence school sent a list of 122 names; 
• 
• 
• 
14 
60 were from the class of J957; 62 were from the class of 1958 • 
4. The questionnaire and letter of transmittal were submitted to 
the seminar in business education to obtain suggestions for improvements. 
5. The revised questionnaires and letters of transmittal were sent 
to the 630 alumnae. 
6. Follow-up was carried out by means of verbal reminders at the 
various alumnae meetings in June, 1959. 
7. By July, 1959, 365 completed questionnaires had been received 
from the graduates. 
8. The information obtained from the questionnaire was then care-
f'uJ.Jy tabulated, first by school, then summarized as a whole. Results 
shown by the summarizing tabulations were ana1yzed. 
9. Recommendations based on the analysis of the results were then 
made • 
10. Those answering the questionnaire were thanked by a note in 
the f'all, 1959, issue of the Gibbsonian, the magazine of the Alumnae 
Association of the Katharine Gibbs School • 
15 
CHAPTER IV 
ANALYSIS AND INTERPRETATION OF DATA 
The response of the alumnae was very good, Of the 630 question-
naires sent out, 22 were returned with the notation "Address Unknown," 
This left a total of 608 presumed to have reached their destination, 
Three hundred and sixty-five answers, 60 per cent, were received, As 
was to be expected, the largest percentage of replies, 73 per cent, was 
received from the class of 1958 of the Providence school, the only class 
in the group that the writer instructed, Table I shows the very even 
over-all distribution of answers, 180 from the 1957 alumnae; 185 from the 
1958 alumnae, Table II shows the distribution of questionnaires sent and 
answers received by groups in each school, 
TABLE I 
TOTAL QUESTIONNAIRES REACHING DESTINATIO!J AND ANSI~RS RECEIVED 
Questionnaires Total Per Cent 
Reaching Answers Answers 
Destination Received Received 
Boston - 1957 99 55 55.5 
Boston - 1958 96 61 63.0 
Montclair - 1957 50 34 68,0 
~1ontclair - 1958 50 27 54.0 
New York - 1957 98 55 56.2 
New York - 1958 94 52 55.3 
Providence - 1957 60 36 60.0 
Providence 
- 1958 61 45 73.7 
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TABLE II 
• DISTRIBUTION OF QUESTIONNAIRES SENT, RECEIVED, AND ANS'1JEHED 
Question- Returned Reached 
Curriculum naires "Address Desti- Answers 
Sent Unknown" nation Received 
Boston - 1957 
One-year secretarial 55 5 so 27 
Liberal arts-secretarial 27 0 27 17 
Special course for college women 24 2 22 11 
Boston - 1958 
One-year secretarial 48 2 46 27 
Liberal arts-secretarial 30 1 29 22 
Special course for college women 24 3 21 12 
Montclair - 1957 
One-year secretarial 41 0 41 26 
• 
Liberal arts-secretarial 9 0 9 8 
l1ontclair - 1958 
One-year secretarial 43 0 43 26 
Liberal-arts secretarial 7 0 7 1 
~~ -1957 
One-year secretarial 53 0 53 32 
Liberal arts-secretarial 25 0 25 14 
Special course for college women 22 2 20 9 
New York - 1958 
One-year secretarial so 0 so 31 
Liberal arts-secretarial 25 1 24 11 
Special course for college women 25 5 20 10 
Providence 
- 1957 
One-year secretarial 60 0 60 36 
Providence 
- 1958 
• 
One-year secretarial 62 1 61 45 
• 
• 
• 
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Table III reveals that graduates in all schools do avail them-
selves of the services of the placement office. In some cases students 
from one school are placed qy the placement office of another school. 
This is particularly true of the New York school as many graduates 
wish to avail themselves of the opportunity to earn higher salaries. 
A total of 229 of the 365 respondents answering the questionnaire ob-
tained their first position through a placement office. 
It is of interest to note that 37 got their first position as a 
result of the placement project, a required procedure, described on 
page 4. 
Nineteen graduates had gone directly to employment offices, while 
15 obtained their first positions through the help of relatives. Forty 
stated that friends had helped them find their first positions • 
Thirteen answered advertisements. Six returned to companies where 
they had worked prior to attending the school. 
Only two responded that they had obtained their positions through 
Civil Service Examinations. Many of the graduates do work for government 
and state agencies, and it must be assumed that their names were not 
included in the lists given to the writer • 
• • • 
TABLE III 
SOURCE THROUGH WHICH HESPOIIDENTS OBTAINED FIRST POSITION 
--~--~ - ---- ------ ---- -- ~ ~ -- - ----- ------ -----
Boston Montclair New York Providence ~~ Totals 
Source 1957 1958 1957 1958 1957 1958 1957 1958 . 1957 1958 
I 
I 
I 
Placement Office 38 37 21 21 34 34 15 29 I 108 121 ' I 
Friends 6 2 2 8 8 4 I 21 19 3 7 I 
' I 
Placement Project 5 5 9 3 5 5 3 2 I 15 22 
Advertisement 3 0 l 0 2 l 2 4 8 5 
Employment Office l 9 0 1 2 2 4 0 7 12 
Relatives 3 3 0 0 4 0 0 5 7 8 
Held Previous to Schooling 2 0 0 0 0 2 l l 5 l 
Personal Inquiry 0 l l 0 0 1 1 0 2 2 
I 
Civil Service Examination 0 0 0 0 0 0 2 0 2 0 
--
t;; 
I 19 
Fifty-five graduates of the class of 1957 reported a second position. 
The sources through which they obtained placement are shown in Table IV. 
Of these, 21 had returned to the school placement office while 10 
had gone to outside employment offices. Twelve had obtained positions 
through friends. 
The rather surprising total of 42 graduates of the 1958 class re-
ported a second position. Of this number 22 had returned to the school 
while 12 had sought the services of outside employment agencies. 
In several instances graduates wrote that they had gone to employment 
offices because they had moved to a city in which there was no school. 
However, the placement departments do attempt to maintain contacts in 
all parts of the United States and Canada through the alumnae groups 
and these function rather well on behalf of the students. 
• • • 
TABLE IV 
SOURCE THROUGH vHICH RESPOND'\NTS OBTAih'ED SECOND POSITION 
- - ----- --- ----·- ----- ---
Boston Montclair New York Providence Totals 
Source 1957 1958 1957 1958 1957 1958 1957 1958 1957 1958 
Placement Office 3 5 2 3 11 8 5 6 21 22 
Friends 5 1 1 2 4 4 2 1 12 8 
Employment Office 5 0 0 0 2 1 3 1 10 2 
Advertisement 3 2 0 2 l 3 0 0 4 7 
Relatives 0 3 2 l 2 0 l 0 5 4 
Personal Inquiry 0 0 0 0 0 0 l l l l 
Civil Service Examination l 0 0 0 0 0 0 0 l 0 
Held Previous to Schooling 1 0 0 0 0 0 0 0 1 0 
Placement Project 0 0 0 0 0 0 0 0 0 0 
~~--
~ 
• 
• 
• 
Table V reports the initial salaries as given by the respondents. 
As was to be expected, the median salary for New York was the 
highest in both years. In 1957 the median salary in New York was 
$68.501 and in 1958 it was slightly increased to $68.75. 
This was a startling difference from the $52.)0 reported by 
Providence respondents in 1957 and the decrease to $51.57 in 1958. 
It must be remembered that the graduates of all schools are equally 
well prepared, all having covered exactl:y the same material. The 
salaries therefore reflect the cities of emplqyment. 
Montclair, in New Jersey, where there are many large industrial 
plants and with the great competition of nearby New York, reported a 
median of $64 in 1957 with a rise to $65.50 in 1958. Boston reported 
a median of $61.)8 in 1957 and $62 in 1958 • 
Providence was the onl:y city reporting a decrease in median salary 
21 
in 1958. There was nothing in this study to indicate the reason for this, 
but it is the writer's belief that this reflects the fact that several 
' large industries left Providence in 1958 • 
• • 
TABLE V 
INITIAL SALARIES OF THE RESPONDENTS 
Weekly Salary Boston Hontclair [ New York ' 
Range 1957 1958 1957 1958 1957 1958 I 
40 - 44 i 0 0 0 0 I 0 0 
I 45 - 49 3 2 0 0 0 0 
50 - 54 4 4 
i 
0 1 0 0 
55 - 59 14 15 i 2 0 1 4 
60- 64 24 25 15 10 13 3 
65 - 69 I 7 12 12 10 20 24 
70 - 74 I 1 3 2 3 18 14 
75 - 79+ 2 6 3 3 3 6 
He dian I 61.30 62.00 64.00 65.50 68.50 68.75 
Providence 
1957 1958 
4 3 
9 14 
13 19 
4 6 
2 1 
1 1 
2 1 
I 1 0 
I 
I 52.30 51.57 
' 
• 
1\) 
1\) 
• 
• 
• 
For the purpose of this study the course in secretarial procedures 
was divided into groups of related procedures • 
The first group tabulated were letter st:~rles and letter forms. 
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Tables VI - Ii reveal the extent of use the respondents made of the 
various letter styles and letter forms tabulated by schools, and Table X 
is the summarizing table. 
The NOMA letter setup is not a part of the secretarial procedures 
course, but it was included to see whether there was need for practice 
in school. A total of 15 respondents noted that they used the style. 
Of these, only one respondent, from New New York, mentioned using the form 
often. The others used it only occasionally. This left a total of 350 
who never used the style, so that its inclusion in the course at this time 
would not seem necessary. 
The New York school reported the use of the hanging indention by ll 
respondents, but 318 never used the style at all. This might then be a 
consideration for elimination of this extreme letter style. 
The 11K. G. preferred" letter setup is single-spaced with 10-space 
indention for paragraphs. It was gratifying to note that the majority of 
respondents in all four schools used this style. The over-all total re-
porting use of this style was 327. 
The total of 55 respondents felt that more practice should be given 
in two-page letters. Twenty-nine thought more emphasis should be given to 
letters withe xtra carbon copies. 
A total of 20 respondents thought that more practice should be given 
in school on monarch-sized paper C7t by ll) and in setting up executive-
style letters on this size paper • 
• • • 
v 
-
TABLE VI 
LETTER STYLES AND LETTER FORHS USED BY THE RESPONIENTS 
(BOSTON SCHOOL) 
Extent of Use 
I Total of Here Practice 
Often i Occasionally Seldom \Columns 2,3,4 Never Used in School 
1957 1958 . 1957 1958 1957 1958 I 1957 1958 1957 1958 1957 1958 
! 
( 1) (2) (3) (4) (5) ( 6) (7) 
Letter with Extra Carbon 47 48 6 8 2 3 55 59 0 2 8 6 
Two-page Letter 29 32 18 24 5 3 52 59 3 2 10 ll 
Single Spaced, Indented 44 48 4 3 6 1 54 52 ' 1 9 0 0 
' 
Double Spaced, Indented ll 16 25 22 16 ll 52 49 3 12 0 2 
Letter - Exact Copy 12 16 16 17 14 17 42 50 13 ll 1 3 
Single Spaced, Blocked 8 17 I 3 8 20 25 41 50 14 ll 4 2 
Executive Stationery 15 17 15 7 15 16 45 40 10 21 5 4 
Letter - Note Paper 9 10 6 5 22 22 37 37 18 24 3 1 
Hanging Indention 3 0 2 0 9 2 14 2 41 59 2 0 
Completion of Form Letters 9 13 19 9 10 16 38 38 17 23 1 0 
-;Hf0l1.<\. Letter Style 0 0 0 0 1 7 1 7 54 54 2 3 
(ofllot part of secretarial procedure course) 
(Total Respondents---1957,55) sa 
1958,61) 
• 
s 
• • 
TAKE VII 
LET7E'l STYL'IS AIID LETTE'i FORl'iS USED BY THE HESPOiiDEI?rS 
(NONTCLAIR SCHOOL) 
I Extent of Use I 
Total of More Practice 
Often Occasionally 1 Seldom Columns 2,3,4 Never Used in School 
1957 1958 1957 1958 1957 1958 . 1957 1958 1957 1958 1957 1958 
(l) (2) (3) (h) (5) ( 6) ( 7) 
Two-page Letter 13 20 19 5 2 2 34 27 0 0 3 5 
Letter with Extra Carbon 28 25 3 2 l 0 32 27 i 2 0 2 2 
' 
' 
Single Spaced, Blocked 18 13 5 6 7 6 30 25 4 2 2 0 
I Completion of Form Letters 4 5 13 3 11 11 34 19 6 8 ' 0 0 
Letter - Exact Copy 13 8 6 8 11 6 30 22 4 5 3 2 
Jouble Spaced, Indented 9 5 8 7 llr 8 31 20 3 7 0 7 
Sincle Spaced, Indented 15 17 8 3 6 2 29 22 5 5 0 0 
Executive Stationery 15 10 4 6 10 5 29 21 c: 5 0 2 / 
Letter - llote Paper 5 6 5 6 11 8 21 20 13 7 2 l 
Hanging Indention 0 0 0 0 5 l 5 l 29 26 0 0 
" NOK~ Letter Style 0 0 l 0 0 l l l 33 26 l l 
( l:·Not part of secretarial procedure course) 
(Total Resoondents----1957 ,34) 1\J \.rl 
1958,27) 
• 
(1) 
Letter with Extra Carbon 
Two-page Letter 
Single Spaced, Indented 
Double Spaced, Indented 
Letter - Exact Copy 
Letter - Note Paper 
Single Spaced, Blocked 
Executive Stationery 
Completion of Form Letters 
Hanging Indention 
*NOMA Letter Style 
Total Respondents---1957,55) 
1o~R ~?\ 
• • 
TABLE VIII 
LETTER STYLES AND LETTER FOPJ1S USED BY T'rlE RESPONDENTS 
(NEll YORK SCHOOL) 
Extent of Use I I 
1 I ! I More Practice 
Often I Occasionally Seldom Columns 2,3,4 : Never Used , in School 
1957 1958 1957 1958 1957 1958 1957 1958 1957 1958 1 1957 1958 
45 
31 
38 
10 
13 
8 
21 
19 
8 
2 
0 
(2) (3) (4) 1 (5) (6) ; (7) 
I . -~ 
, r 
43 1 5 6 3 1 53 50 I 2 2 3 
. I 
22 I 18 21 2 6 51 49 1 4 3 8 
28 1 5 7 8 10 51 45 j 4 7 1 
I I 
5 I 17 15 21 20 48 40 I 7 12 0 
8 17 16 15 16 I '45 4o , 10 12 o 
10 
25 
18 
8 
0 
1 
11 
8 
14 
16 
0 
0 
19 
6 
10 
4 
0 
0 
23 
14 
11 
20 
6 
2 
14 
9 
11 
18 
1 
0 
42 
43 
44 
44 
8 
2 
( ;:- Not part of secretarial procedure course) 
43 
40 
39 
30 
1 
1 
13 9 
12 12 
u 13 
11 22 
47 51 
53 51 
0 
0 
2 
0 
0 
0 
5 
5 
1 
0 
0 
0 
0 
3 
0 
0 
0 
'=· 
"' 
"' 
• 
(1) 
Two-Page Letter 
Single Spaced, Indented 
Letter with Extra Carbon 
Letter - Exact Copy 
Single Spaced, Blocked 
Executive Stationery 
Double Spaced, Indented 
Completion of Form Letters 
Letter - Note Paper 
Hanging Indention 
-:<NOVIA Letter Style 
(Total Respondents---1957,36) 
1958 ,45) 
• 
TABLE IX 
LETTER STYLES AND LETTER FOHHS USED BY THE RESPONDENTS 
(PROVIDENCE SCHOOL) 
,---- l ~~~ci~ I 
Total of 
Often Occasionally Seldom . Coltunns 2,3,h Never Used 
1957 1958 1957 1958 1957 1958 . 1957 1958 1957 1958 
17 
25 
27 
11 
14 
10 
4 
8 
2 
0 
0 
(2) r---- (3) -(4)- --- -- -- (5) 1 - -(6)-
. I 
----
24 
36 
33 
15 
h 
5 
15 3 
5 
3 35 42 1 3 
20 
12 
13 
8 
9 
5 
0 
0 
11 
2 
7 
12 
6 
7 
1 
1 
3 
7 
11 
10 
11 
8 
9 
13 
5 
1 
1 
6 
12 
8 
15 
7 
11 
0 
0 
2 
0 
7 
9 
9 
10 
12 
12 
10 
0 
34 
33 
28 
28 
25 
31 
21 
20 
1 
1 
("Not part of secretarial procedure course) 
41 
40 
38 
31 
32 
26 
30 
39 
15 
1 
2 
3 
8 
8 
11 
5 
15 
16 
35 
35 
5 
5 
7 
14 
12 
19 
15 
15 
30 
44 
• 
More Practice 
in School 
1957 1958 
( 7) 
5 6 
1 0 
3 1 
0 2 
1 1 
1 1 
0 0 
1 0 
0 0 
0 9 
0 0 
"..:-, 
·~ 
1\J 
... 
* 
• • • 
\)> . 
TABLE X 
LETTER STYLES AND LETTER FORHS USED BY THE RESPONDENTS 
( SUI1!1ARY) 
--- ----- ------
Extent of Use Never Used 
Per Cent Per Cent 
Total of of Total of Total More Practic e 
Often Occasionally Seldom Columns 2,3,4 Responses Number Responses in School 
(1) (2) (3) (4) (5) (6) ( 7) (8) (9) 
Two-page Letter 188 135 26 349 ! 95.7 16 4.3 55 
Letter with Extra Carbon 296 42 11 349 95.7 16 4.3 29 
Single Spaced, Indented 251 36 40 327 89.7 38 10.3 3 
Double Spaced, Indented 68 114 115 297 81.4 68 18.6 4 
Letter - Exact Copy 101 102 92 295 81.0 70 19.0 12 
Single Spaced, Blocked 138 48 102 288 79.0 77 21.0 15 
Executive Stationery 117 74 85 276 75.7 89 24.3 20 
Letter - Note Paper 55 72 123 250 68.5 115 31.5 8 
Completion of Form Letters 63 80 105 248 68.0 117 32.0 3 
Hanging Indention 5 8 
Th J 47 12.9 318 87.1 2 NCMA Letter Style 1 3 11 15 4.2 350 95.8 7 
----- ---· ·- ---- . ---
j __ -
(*Not taught in Secretarial Procedure course) 
(Total Respondents - 365) 
I') 
CD 
• 
• 
• 
Tables XI - XIV present the extent that various banking forms were 
used by the respondents, classified by schools, and Table XV is the 
summarizing table. 
In each school many graduates reported that they never used any of 
the banking forms. This was particularly true of the voucher checks, 
promissory nota, and sight draft. In Boston, in 1957, 44 graduates 
reported never using the voucher check, 47 the promissory note, and 47 
the sight draft. This was true to approximately the same ci!gree in the 
case of the 1958 respondents and of the other schools. The total of 
29 
273 indicated that they never used the voucher check, 310 never used the 
promissory note, and 318 never used the sight draft. Although the over-
all total of 284 reported never using the reconciliation of bank statement 
in business, ll added the note that they found this knowledge most helpful 
in their personal affairs. Six thought more practice on the reconciliation 
of bank statement was indicated. 
Other forms added to the list taught in school were bank agreements, 
reported by one; withdrawal slips, reported by one; and installment note, 
also reported by one. This small number is not significant enough in 
any of these forms to consider their inclusion in the course. 
Knowledge of these banking forms is useful in the home as well as 
in business. Recognizing this, and in view of the fact that each pro-
cedure is used to some extent by the graduates, it is the writer's 
opinion that no major ch:mge should be made in this portion of the course 
at this time • 
• 
-
( 1) 
Checks 
Deposit S1it)s 
Reconciliation of Bank 
Statement 
Voucher Checks 
Promissory Notes 
Sic;ht Drafts 
-~ ~------
-
(Total Respondents---1957,55) 
1958 ,61) 
I 
• 
TABLE XI 
BANKING FORNS USED BY THE RESPOtmENTS 
(BOSTON SCHOOL) 
Extent of Use 
Total of 
Often Occasionally Seldom Columns 2,3,4 
1957 1958 1957 1958 1957 1958 1957 1958 
(2) (3) (4) (5) 
12 22 9 7 9 1 30 30 
8 13 11 13 6 3 25 29 
10 13 4 2 3 1 17 16 
6 5 3 2 2 7 11 14 
3 1 4 3 1 3 8 7 
3 0 3 0 2 7 I 8 7 
_ _l - --
-
I -
-- - -- -- ----
l 
- - ---
• 
! 
, Hare Practice 
-Never Used ! in School 
1957 1958 1957 1958 
( 6) I ( 7) 
; 
! 
25 31 1 0 
30 32 0 0 
38 45 5 0 
' 
44 47 0 1 
47 54 1 1 
47 54 0 0 
! 
- --
'5 
( 
(l) 
Checks' 
Deposit Slips 
Voucher Checks 
Heconciliation of Bank 
Statement 
Promissory Notes 
Sight Drafts 
--
------
(Total Respondents---1957 ,34) 
1958,27) 
TABLE XII 
BA;ITGJ>J:', FOR11S USED BY HESPONDENTS 
(HOliTCLAill SCHOOL) 
Extent of Use 
Often Occasionally Seldom 
1957 1958 1957 1958 1957 1958 
(2) (3) (4) 
10 7 4 6 2 3 
7 9 3 5 0 2 
9 3 2 3 l 2 
3 l 1 1 0 l 
2 0 0 1 2 0 
0 0 2 0 l 0 
-- - - --- ----
'Y 
( 
I 
' 
Total of Hare Practice 
Columns 2,3,4 Never Used in School 
1957 1958 1957 1958 1957 1958 
( 5) ( 6) ( 7) 
16 16 18 ll 2 l 
10 16 24 ll l 0 
l2 8 22 19 l 0 
4 3 30 24 0 0 
4 l 30 26 0 0 
3 0 I 
31 27 I 0 0 
I 
____ _l_ I 
~ 
• 
- -
(1) 
Checks 
Deposit Slips 
Voucher Checks 
Reconciliation of Bank 
Statement 
Sight Drafts 
Promissory Notes 
(Total Respondents---1957,55) 
1958' [)2) 
I 
I 
I 
I 
• 
TABLE XIII 
BANKING FORM USED BY RESPONDEN'l'S 
( NE',•/ YORK SCHOOL) 
Extent of Use 
Often Occasionally Seldom 
1957 1958 1957 1950 1957 1958 
(2) (3) (4) 
14 15 16 12 4 2 
15 14 8 8 5 2 
8 4 4 3 7 2 
7 4 4 2 4 0 
3 2 1 3 9 0 
5 0 3 1 I 6 1 I 
I 
Total of 
Columns 2,3,4 
1957 1958 
(5) 
34 29 
28 24 
19 9 
15 6 
13 5 
14 2 
-
• 
More Practice 
Never Used in School 
1957 1958 1957 1958 
( 6) ( 7) 
21 23 1 0 
27 28 1 0 
36 43 0 0 
40 46 1 0 
42 47 2 0 
41 50 0 0 
_l_-~----~1_ ----
"" 1\) 
• • • 
TABLE XIV 
BANKING FORNS USED BY RESPONDENTS 
-·-~~~--·· 
- ------------- ---------
(l) 
Checks 
Deposit Slips 
Reconciliation of Bank 
Statement 
Voucher Checks 
Promissory Notes 
Sight Drafts 
(Total Respondents---1957,36) 
1958,45) 
Often 
1957 1958 
(2) 
12 12 
8 9 
7 2 
3 2 
2 l 
0 0 
(PROVIDENCE SCHOOL) 
I 
Extent of Use 
Occasionally 
I Total of 1 More Practice 
Seldom 1 Columns 2,3,4 Never Used j in School 
1957 1958 1957 1958 i 1957 1958 ' 1957 1958 . 1957 1958 
' 
I ! 
( 3) ( 4) i (5) ( 6) l ( 7) i ! 
I l ! 
! ! I 
2 2 l 0 I 15 14 
' 
21 31 I l 0 
i I 4 l l 12 14 I 24 31 
I 
l 0 3 i 
3 l 2 5 12 8 24 37 i 0 0 ; 
i 
I I 2 2 4 6 9 10 27 35 l 0 ; 
I 
2 7 3 4 7 12 29 33 0 0 
3 2 2 4 5 6 31 39 0 0 
------ -----
-
-· 
., 
"" "" 
• • • 
TABLE XV 
BANKING FORMS USED BY THE RESPONDENTS 
(SUMHARY) 
Extent of Use Never Used 
Per Cent Per Cent 
Total of of Total of Total More Practic e 
pften Occasionally Seldom bolumns 2,3,4 Responses Number Responses in School 
( 1) (2) (3) (4) (5) ( 6) ( 7) (8) ( 9) 
Checks ~04 58 22 184 50.5 181 49.5 5 
Deposit Slips 83 55 20 158 43.3 207 56.7 2 
Voucher Checks 40 21 31 93 25.3 272 74.7 4 
Reconciliation of 
Bank statement 47 18 16 81 22,2 284 77.8 6 
Promissory Notes 14 21 20 55 15.1 310 84.9 2 
Sight Drafts 8 14 25 47 12.9 318 87.1 2 
i 
I 
(Total Respondents - 365) 
~ 
• 
• 
• 
Tables XVI - XIX indicate the extent that various purchasing, 
billing, and shipping fonns were used by the respondents. Table XX is 
the summarizing table for this group. 
As might be expected, the requisition was the most frequently 
35 
used of these procedures, a total of 198 reporting that they used this 
form. This was divided into 54 respondents from Boston, 37 from Mont-
clair, 68 from Providence, and 39 from New York. One hundred and fifty-
five reported the use of the shipping label and 149 the use of the 
purchase order. 
Only 45 reported the use of the express form, and 63 reported the 
use of the bill of lading. These are very simple procedures to learn 
on the job. Because of this, and the small number reporting their use, 
consideration should be given to eliminating these procedures from the 
course. 
None suggested that more practice in any of the forms in this group 
might be helpful, and no additional fonns were added to the list as 
submitted to the respondents • 
(' 
(1) 
Requisition 
Purchase Order 
Shipping Label 
Invoices 
Inventory 
Statement of Account 
Credit Memorandum 
Bill of Lading 
Express Form 
(Total Respondents--1957,55) 
1958,61) 
• 
TABLE XVI 
PURCHASI!rl, BILLIID, AND SHIPPINJ FORHS USED BY THE RESPONDENI'S 
(BOSTON SCHOOL) 
r ~~--' -~ ~- ---.- ----
Extent of Use r- - -·-~ I . 
I 
1 
Total of 1 
Often Occasional:cy 1 Seldom 1 Columns 2,3,4 Never Used 
1957 1958 
1 
1957 1958 1957 1958 1 1957 1958 1957 1958 
"-~. - .. --- _j ---~----- L~--- - ----(2) I (3) ·~. - (4) ; -- -(5) (6) 1 
L _________ j__ -·----- _ [ 
14 15 9 9 4 3 27 27 -;8 --34 1 
14 15 11 6 ' 1 3 26 24 29 37 i 
11 
11 
5 
6 
2 
3 
2 
14 
12 
3 
9 
7 
3 
3 
7 
3 
3 
2 
2 
3 
3 
8 
7 
8 
0 
5 
7 
4 
0 
3 
6 
2 
6 
2 
2 
l 
3 
2 
5 
0 
2 
2 
18 
17 
14 
lD 
lD 
8 
7 
23 ' 37 38 
22 38 39 
13 41 48 
14 45 47 
13 45 49 
11 47 50 
9 48 52 
• 
More Practice 
in School 
1957 1958 
(7) 
0 0 
0 0 
0 
0 
0 
0 
0 
0 
0 
0 
0 
0 
0 
0 
0 
0 
'it 
• 
(1) 
Requisition 
Shipping Label 
Purchase Order 
Invoices 
Inventory 
Credit Memorandum 
Statement of Account 
Bill of Lading 
bpress Fol'IIIS 
(Total Respondents--19571 34) 
' 1958,27) 
• 
CHAPTER XVII 
PURCHASIID, BILLIID, AND SHIPPIID FORMS USED BY THE RESPONDENl'S 
(MONTCLAIR SCHOOL) 
Extent of Use 
Total of 
Often Occasionally Seld.OIIl Columns 2,3,4 
1957 1958 1957 1958 1957 1958 1957 1958 
(2) (3) (4) (5) 
14 5 lD 7 0 1 24 13 
13 4 5 8 0 0 18 12 
12 5 6 3 1 0 19 8 
6 6 6 4 0 0 12 lD 
2 2 3 5 1 1 6 8 
1 3 5 2 0 0 6 5 
0 3 2 2 3 0 5 5 
1 1 0 1 2 2 3 4 
0 1 1 2 1 0 2 3 
Never Used 
1957 1958 
(6) 
lD 14 
16 l5 
l5 19 
22 17 
28 19 
28 22 
29 22 
31 23 
32 24 
• 
- - -
More Practice 
in School 
1957 1958 
( 7) 
0 0 
0 0 
0 0 
0 0 
0 0 
0 0 
0 0 
0 0 
0 0 
_, 
\.oJ 
..... 
• • 
TABLE XVIII 
PURCHASI:OO, BILLING, AND SHIPPI:OO FORNS USED BY THE RESPONDENI'S 
(NEW YORK SCHOOL) 
-
-- ------ -------~ ~ 
(1) 
Requisition 
Shipping Label 
Purchase Order 
Invoices 
Credit Memorandum 
Statement of Account 
Bill of Lading 
Inventory 
Express Form 
~~ ~ 
-------
(Total Respondents: 1957 ,55) 
1958,52) 
Extent of Use 
' 
Often Occasionally Seldom 
1957 1958 . 1957 1958 1957 1958 
(2) l3} (4) 
1.8 16 9 13 7 > 
22 11 5 11 4 2 
l$ lD 9 > 4 4 
6 9 8 3 2 2 
3 5 4 > 4 0 
5 5 3 4 3 0 
0 1 7 2 6 1 
2 4 4 2 4 2 
1 1 2 1 
' 
5 0 
' 
I 
----- - _j_--
--
Total of 
Columns 2,3,4 
1957 1958 
(5) 
34 34 
31 24 
28 19 
16 14 
11 lD 
11 9 
15 4 
lD 8 
I 8 2 
I 
I 
I 
I 
Never Used 
1957 1958 
(6) 
21 1.8 
24 28 
27 33 
39 38 
44 42 
44 43 
42 48 
4> 44 
47 50 
• 
~ 
More Practice 
in School 
1957 1958 
(7) 
0 0 
0 0 
0 0 
0 0 
0 0 
0 0 
0 0 
0 0 
0 0 
;-,,., 
,..., 
CD 
(. 
(l) 
Requisition 
Shipping Label 
Purchase Order 
Statement of Account 
Invoices 
Bill o:f Lading 
Inventory 
Express Form 
Credit Memorandum. 
(Total Respondents--1957,36) 
1958,45) 
(. 
TABLE XIX 
PURCHASIID, BILLING, AND SHIPPI!U FORMS USED BY THE RESl'ONDENl'S 
(PROVIDENCE SCHOOL) 
-~-------- -- ---- -- ---- - -- - --
--- --~--
I 
Extent o:f Use 
Total o:f 
O:ften Occasionally Seldom Columns 2,3,4 
1957 1958 1957 1958 1957 1958 1957 1958 
(2) (3) (4) (5) 
lO ll 6 4 7 l 23 l6 
ll 5 5 4 0 3 16 l2 
5 7 4 3 7 0 l6 lO 
5 4 4 5 
I 
2 2 ll ll 
I 
5 3 6 0 4 2 ' 15 5 I 
! 
3 4 4 0 5 4 l2 8 
3 0 6 l 4 2 13 3 
l 0 2 3 6 2 9 5 
. . 
' 
. A ~ 
Never Used 
1957 1958 
(6) 
13 29 
20 33 
20 35 
25 34 
21 40 
24 37 
23 42 
27 40 
.. 
' -3 l I .1. j I 4 .1. I o !> ~· <::o 4U ~· 
I i i I ' j___ __ ..... . -- - - -- - -
(. 
' 
' 
More Practice 
in School 
1957 1958 
( 7) 
0 0 
0 0 
0 0 
0 0 
0 0 
0 0 
0 0 
0 0 
. 
-
,, 
\', 
w 
"' 
• • • 
' 
TABLE XX 
PURCHASING, BILLING, A;m SHIPPING FORHS USED BY THE HESPONDENTS 
( SUI1HARY) 
-
- ----- ---- ------- -- - ------ - - --- ---- -
Extent of Use 
I 
Never Used 
Per Cent · Per Cent 
Total of I of Total I of Total More Practic 
Often Occasionally Seldom Columns 2,3,4 Responses Number Hesponses in School 
i 
e 
(l) (2) (3) i (h) (5) i ( 6) I ( 7) (8) (9) i 
67 I 28 198 54.3 \ 167 45.7 nequisition 103 j I I i 0 I I I I I Shipping Label 
I 
91 54 10 I 155 42.5 210 57.5 0 
I 
I 
I 
Purchase Order I 83 49 17 I 149 ho.e I 216 59.2 0 
I 
i 
Invoices I 58 37 16 lll 30.5 I 254 69.5 0 
I I I_ I Statement of Account 
I 
37 22 I 17 76 20,9 I 289 79.1 0 
i 
I 
Inventory 21 32 I 22 75 20,5 290 79.5 0 I 
Credit Memorandum 25 27 I 15 67 18.4 298 81,6 0 
I 
Bill of Lading 15 24 I 24 63 17.3 
302 82,7 0 
I 
I Express Form i 9 I 18 -- l_ 18 45 12.4 320 87.6 0 I ! I I I ~--- -- - --
(Total Respondents - 365) g 
• 
• 
• 
Table XXV is the summarizing table of the extent that the respondents 
to the questionnaire use common legal forms, and Tables XXI - XXIV show 
the tabulations of their answers by schools. 
Of the five forms listed in the questionnaire, the contract form 
was most frequently used. A total of 119 graduates reported its use, 
and 14 thought that more practice in school would have been helpful. 
This was particularly interesting as the contract was dropped from the 
course after 1957. 
The bill of sale was the least used of the forms, only 59 respondents 
reporting its use. However, two respondents, one from Boston and one from 
Montclair, thought that more practice should be given in school. 
In addition to the forms listed on the questionnaire, and now a 
part of the course, seven respondents (two from Montclair, three from 
New York, and two from Providence) added affidavits as being used. Trust 
agreements were added by five respondents from the various schools, power 
of attorney by three, deeds by two, and wills by seven. These are not 
considered sufficient numbers to warrant their inclusion in the course. 
In summary, it is felt that sufficient use is given to the forms 
as taught in the course to ~rant their continuance. In addition, 
the writer feels that contracts should be reinstated as part of the 
class work • 
' 
• 
---------- ----------
( 1) 
Contracts 
Bylaws 
Lease 
Legal Hanuscript Covers 
Bill of Sale 
Total Respondents--1957,55) 
1958,61) 
• 
TABLE XXI 
LEGAL FOW,!S USED BY RESPONDElfrS 
(BOSTO!I SCHOOL) 
-- --~ --------- -------~ ~-- -~-
' 
Extent of Use 
Total of 
Often Occasionally Seldom Columns 2,3,4 
1957 195e 1957 1958 1957 1958 ! 1957 1958 
(2) (3) (4) (5) 
7 8 10 9 0 1 ! 17 18 
5 6 4 6 2 4 11 16 
6 5 3 7 2 1 11 13 
6 7 
' 
), I 1 1 1() 1? 
3 3 
I 
i 1. 
i I 
(*Not part of the course after 1957) 
• 
\'". 
I 
Hare Practice 
Never Used in School 
1957 1958 1957 1958 
I 
( 6) ( 7) 
38 43 2 3 
44 45 1 2 
44 48 0 2 
I I c; ),q () ? 
r_; 
* 
• 
--------- ------
(1) 
Contracts 
Legal }!anuscript Covers 
Bill of Sale 
Lease 
Bylmvs 
(Total Respondents---1957,34) 
1958,27) 
• 
TABLE XXII 
LEGAL FORJ.IS USED BY RESPONDENI'S 
(Montclair School) 
--- ---------- - --- - - -- - --- - --
Extent of Use 
Total of 
Often Occasionally Seldom Colunms 2,3,4 
1957 1958 1957 1958 1957 1958 1957 1958 
(2) (3) (4) (5) 
4 3 9 4 3 0 16 7 
3 2 0 2 1 1 4 5 
2 1 1 2 1 0 4 3 
3 1 0 2 0 0 3 3 
1 1 1 2 0 0 2 3 
! 
I 
(~>Not part of the course after 1957) 
,-
• 
-
More Practice 
Never Used in School 
1957 1958 1957 1958 
( 6) ( 7) 
18 20 I 2 1 
I 
30 22 0 1 
30 24 1 0 
31 24 0 0 
32 24 0 0 
~ 
* 
• 
(1) 
Contracts 
Legal 11anuscript Covers 
Lease 
Bylaws 
Bill of Sale 
----
(Total F~spondents---1957,55) 
1958,52) 
• 
TABLE XXIII 
LEGAL FO&'IS USED BY THE RESPONDENTS 
( NE'II YORK SCHOOL) 
' 
Extent of Use 
I . 
Total of 
Often Occasionally Seldom Columns 2,3,4 
1957 1958 1957 1958 1957 1958 1957 1958 
I 
(2) ( 3) ( 4) I (5) I 
' 
' 
14 7 7 2 4 0 : 25 9 
8 1 6 3 3 0 17 4 
0 6 2 4 I, 2 2 
' 
4 12 
1 6 1 3 
I 
2 3 
' 
4 12 
I 
0 3 0 s 2 4 ' 2 12 I 
-----
- . I 
- ---
(*Not part of the course after 1957) 
• 
--------
More Practice 
Never Used in School 
i 1957 1958 1957 1958 
i ( 6) ( 7) 
I 
. ! 
30 43 I 2 1 
' 
38 48 0 1 
48 43 1 0 
48 43 
I 
1 0 
' 
so 43 0 0 
----
g:: 
* 
• • 
TABLE XXIV 
LEGAL FOP.MS USED BY THE RESPONDENTS 
(PROVIDENCE SCHOOL) 
~~--- ·-·- ---------------- - -- ---·-· --- ----- -------
(1) 
Contracts 
Legal Manuscript Covers 
Bylaws 
Bill of Sale 
Lease 
---- - -- --- ------- -
(Total Respondents---1957,36) 
1958,45) 
- -
Extent of Use 
Total of 
Often Occasionally Seldom Columns 2,3,4 
1957 1958 1957 1958 1957 1958 1957 1958 
(2) (3) (4) (5) 
5 12 5 0 2 3 12 15 
2 14 2 2 2 3 6 19 
2 13 1 1 3 1 6 15 
1 13 2 2 5 0 5 15 
2 13 0 1 2 1 4 15 
-------- -- - -- ---
L_ ___ -----------
- - -
({<Not part of the course after 1957) 
• 
----
More Practice 
Never Used in School 
1957 1958 1957 1958 
( 6) ( 7) 
24 30 4 0 
30 26 1 0 
30 30 0 0 
31 30 0 0 
32 30 0 0 
~ 
• • • 
TABLE XX'J 
LEGAL FOR!1S USED BY RESPONDENTS 
( SUl'llltARY) 
Extent of Use Never Used 
Per Cent Per Cent 
Total of of Total of Total More Practic e 
Often Occasionally Seldom Columns 2,3,4 Responses Number Responses in School 
( 1) (2) (3) (4) (5) ( 6) (7) ( 8) (9) 
* 
Contracts 55 51 13 119 32.7 246 67.3 14 
Legal Manuscript Covers 43 22 12 77 21.1 288 78.9 5 
Bylaws 35 19 15 69 19.0 296 81.0 4 
Lease 36 20 9 65 17.9 300 82.1 4 
I 
Bill of Sale 26 18 15 59 16.2 306 83.8 2 
' 
( l<Not part of the course after 1957) 
(Total Respondents - 365) 
~ 
• 
• 
• 
47 
T~bles XXVI - XXIX report the use the respondents make of the two 
payroll forms taught in the cour~e, and Table XXX is the summarizing 
table. 
Neither of the forms taught in the course was used to a gre~t extent. 
Only 13 respondents reported the use of the ch~e memorandum. These 
numbered five from Boston, two from New York, four from Montclair, and 
two from Providence. The staggering total of 352 of the 36S respondents 
reported never using the form. 
work should be done in school. 
There were no sug~estions that further 
This is a very time-consuming form Rnd 
it is the writer's belief that it sholtld be dropped from the course and 
the time gj_ven to more worth-while projects. 
A total of l16 respondents reported using the payroll sheet, while 
319 ~eported they never had an opportunity to use one. 
Two other fo~, not a part of the course, were added to the question-
naire by the writer because of their present-day significance. These were 
the social security report and the withholding tax renort. 
Seventy-four reported usine the social security report and 24 suggested 
practice in school. Seventy-six reported using the withholding tax forms, 
and 23 thought practice in school would h,_ve been helpful. It would there-
fore seem that consideration should be given to adrl.ing these forms to the 
course. 
Ten added petty cash vouchers to the list, and 37 added expense 
account reports. The latter seems a significant figure and considerntion 
should be given to adding the expense account to the course • 
• 
( 1) 
* 
Tithho1ding Tax Renorts 
-Y ~cia1 Security Reports 
'ayroll Sheet 
:hange Memorandum 
(Total P~spondents---1957,55) 
1958,61) 
• 
TABLE Y.XVI 
PAYROLL FOR.i'!S USED BY THE RESPOl\I])ENTS 
(BOSTON SCHOOL) 
Extent of Use 
Total of 
Often Occasionally Seldom Columns 2,3,4 Never Used 
1957 1958 1957 1958 1957 1958 1957 1958 1957 1958 
(2) (3) (4) (5) ( 6) 
8 3 6 9 0 5 14 17 41 44 
8 3 3 10 0 2 ll 15 44 46 
2 1 4 7 0 5 6 13 49 47 
0 0 2 1 0 2 2 3 53 58 
(*Not part of the secretarial procedure course) 
""'-
• 
""' 
More Practice 
in School 
1957 1958 
I ( 7) 
' 
1 8 
1 8 
i 0 0 
0 0 
- - -
g; 
* 
¥ 
• 
(1) 
Social Security Reports 
tlithholding Tax Reports 
Payroll Sheet 
Change Hemorandum 
-~ 
(Total Respondents---1957,34) 
1958 ,27) 
• 
TABLE XXVII 
PAYROLL FOPJ,lS USJ>D BY THE RESPONLJEI-J"fS 
(HONTGLAIR SCHOOL) 
Extent of Use 
Total of 
Often Occasionally Seldom Columns 2,3,4 
1957 1958 1957 1958 1957 1958 1957 1958 
(2) (3) (4) (5) 
0 2 3 3 0 3 3 8 
0 2 4 1 0 2 4 5 
2 0 0 2 0 0 2 2 
0 0 2 0 0 0 2 0 
(*Not part of secretarial procedure course) 
Never Used 
1957 1958 
(6) 
31 19 
30 22 
32 25 
32 27 
• 
Hore Practice 
in School 
1957 1958 
( 7) 
0 1 
0 1 
0 0 
0 0 
,_ 
.,... 
"' 
• 
(1) 
o~~- Social Security Reports 
* Withholding Tax Reports 
Payroll Sheet 
Change l1emorandum 
(Total Respondents---1957,55) 
1958,52) 
• • 
,_ ... 
TABLE XXVIII 
PAYROLL FORi>!S USED BY THE RESPONDENTS 
(~~ YORK SCHOOL) 
------, 
! 
Extent of Use 
Total of i More Practice 
Often Occasionally Seldom Columns 2,3,4 : Never Used in School 
1957 1958 1957 1958 1957 1958 1957 1958 ' 1957 1958 1957 1958 
(2) (3) (4) (5) (6) ( 7) 
3 1 2 9 0 3 5 13 50 39 3 2 
5 0 2 7 ' 1 2 ! 8 9 I 47 53 3 3 
7 0 3 3 
I 
0 0 10 3 45 49 0 0 
0 0 3 0 
I 0 1 3 1 52 51 0 0 
(*Not part of the secretarial procedure course) 
'8 
• • 
TABLE XXIX 
PAYROLL FOIDIS USED BY THE RESPONDENTS 
(PROVIDENCE SCHOOL) 
Often 
1957 1958 
Extent of Use 
Occasionally Seldom 
1957 1958 1957 1958 
Total of 
Columns 2,3,4 
1957 1958 
• 
More Practice 
Never Used in School 
1957 1958 1957 1958 
g.~ (1) (2) (3) (4) (5) (6) (7) 
0 .. 
0 r+ --------- -- --- ---- ------- --------------- ---~ 
>-'0 1:"" :;J & ~~ial Security Reports 3 9 5 0 0 2 8 ll 28 34 3 3 
~ t_:l:ja 
~ ~thholding Tax Reports 2 8 6 2 0 0 8 lD 28 35 4 3 
0 'i 
"'"' ~ )tayroll Sheet 1 5 2 0 0 1 3 6 33 39 0 0 
g~ 
Change Memorandum 1 0 1 1 0 1 2 2 34 43 0 0 
(Total Respondents---1957,36) 
1958,45) 
(*Not part of secretarial procedure course) 
> 
~ 
• 
• 
• 
The use the respondents made o~ various telegraph forms is re-
ported in Tables xxn - XXXIV by schools 1 with Table XXXV as a summarizing 
table. The letter of confirmation, which usually follows a telegraphed 
message, is included with this group. 
The Western Union telegram was the most frequently used, with a total 
of 164 reporting use of this form. No one requested more practice in 
school. 
The money order telegram was the least used, with only 39 reporting 
its use. Again, no one suggested more practice. 
A total of 126 reported using the confirmation letter and one 
respondent, a graduate of the Montclair school, thought more practice in 
it would have been help~ul. 
One hundred and fifteen reported using the oostal telegraph day 
letter, and 70 reported the use of the radiogram • 
Eighteen added the teletype to the list as sent out in the questton-
naire. This included six respondents from Boston, nine from New York, 
and three from Providence. 
Two respondents from Boston, one from New York, and two from Providence 
added TWX to the list. A total o:f seven added cablegrams to the lis-t • 
• • • 
'" 
TABLE XXX 
PAYROLL FORMS USED BY THE HESPONDENTS 
(SUHHARY) 
Extent of Use Never Used 
Per Cent Per Cent 
Total of of Total of Total More Practic e 
Often Occasionally Seldom Columns 2,3,4 Hesponses Number Responses in School 
(1) (2) (3) (4) (5) ( 6) ( 7) ( 8) (9) 
*W: ithholding Tax Reports 28 37 11 76 20.9 289 79.1 23 
*' Jcial Security Reports 29 35 10 74 20.5 291 79.5 24 
3.yroll Sheet 18 21 I 7 46 12.7 319 
I 
87.3 0 I 
1ange Hemorandum 0 9 : 4 13 3.5 352 96.5 0 
' I i 
(*These forms are not part of the Secretarial Procedure course) 
(Total Respondents - 365) 
~ 
• 
(1) 
Western Union Telegram 
Confirmation Letter 
Postal Telegraph Day Letter 
R. c. A. Radiogram 
Money Order Telegram 
(Total Respondents: 1957 ,55) 
1958,61) 
• 
TABLE XXXI 
TElEGRAPH FORMS USED BY THE RESPONDENTS 
(BOSTON SCHOOL) 
Extent of Use 
~----- ! 
Often I Occasionally i Seldom 
1957 1958 J 1957 1958 ! 1957 1958 
Total of 
Columns 2,3,4 
1957 1958 
(2) ' (3) (4) (5) 
' I 
16 15 I 7 5 2 2 25 22 
7 13 ! 6 9 2 3 15 25 
lD 8 I 8 4 3 6 21 18 
2 2 6 1 I 2 6 11 9 
0 2 2 4 3 3 5 9 
• 
-- 1 
Never Used 
.1957 1958 
(6) 
30 39 
4o 36 
34 43 
45 52 
50 52 
i 
i More Practice 
in School 
: 1957 1958 
( 7) 
' 0 0 I 
0 1 
0 0 
0 0 
0 0 
-"" 
~ 
• 
(1) 
Western Union Telegram 
Confirmation Letter 
Postal Telegraph Day Letter 
R. c. A. Radiogram 
Money Order Telegram 
(Total Respondents--1957,34) 
1958,27) 
• 
TABLE XXXII 
TELEGRAPH FORMS USED BY THE RESPONDENI'S 
(MONI'CLA.IR SCHOOL) 
----------------------...----------------
Extent of U 
Often I Occasionally I Seldom Total of Columns 2,3,4 Never Used 
1957 1958 1957 1958 1957 1958 1957 1958 1957 1958 
(2) (3) (4) (5) (6) 
• 
12 5 5 ll 0 2 ' 17 18 17 9 
' 
: 
8 5 4 4 0 1 
i 
12 10 22 17 
7 5 4 4 l l 12 10 22 17 
3 l 4 3 0 0 7 4 27 23 
i 
l 0 l 4 l l i 3 5 31 22 
f 
More Practice 
in School 
1957 1958 
( 7) 
2 0 
0 0 
1 0 
0 0 
0 0 
V1. 
V1. 
• 
(l) 
Western Union Telegram 
Confirmation Latter 
Postal Telegraph Day Latter 
Money Order Telegram 
(Total Respondents--1957,55) 
1958,52) 
I 
I 
• 
TABLE XXXIII 
TELEGRAPH FORMS USED BY THE R.ESPONDEID'S 
(NEW YORK SCHOOL) 
Extent of Use 
Total of 
Often Occasionally J Seldom Columns 2,3,4 
1957 1958 1957 1958 1957 1958. 1957 1958 
(2) (3) (4) (5) 
22 ll 8 9 0 l 30 21 
7 8 7 l2 5 2 19 22 
l4 ll 4 7 2 0 20 l8 
2 0 0 3 4 0 6 3 
--. 
• 
More Practice 
Never Used . in School 
1957 1958 1957 1958 
(6) ( 7) 
25 3l 2 0 
36 30 0 0 
35 34 0 0 
49 49 0 0 
~ 
• 
(1) 
Western Union Telegram 
Confirmation Letter 
Postal Telegraph Day Letter 
R. c. A. Radiogram 
Money Order Telegram 
(Total Respondents--1957,36) 
1958,45) 
• 
TABlE XXXIV 
TEIEGRAPH FORMS USED BY THl!: RESPONDENTS 
(PROVIDENCE SCHOOL) 
Often 
1957 1958 
9 
6 
3 
1 
1 
(2) 
9 
4 
5 
2 
0 
~-~- 1 
Extent of Use I 1 
' Total of ! 
Occasionall:y" i Seldom 
1957 1958 ' 1957 1958 
Columns 21 3,4 ·1' Never Used 
1957 1958 1957 1958 
' 
1, <3> ! <4> <5> 1 
I 
~--·~-----1 
4 8 1 0 14 17 1r 22 
' 7 4 1 114 9',22 
3 
0 
3 
2 
2 
3 
2 
5 
2 
1 
2 
0 
8 
6 
6 
8 
6 
3 
28 
30 
30 
(6) 
28 
36 
37 ' 
39 
42 
J 
• 
More Practice 
in School 
1957 1958 
0 
0 
0 
0 
0 
{7) 
0 
0 
0 
0 
0 
--.1 
\Tl 
-.J 
• 
Often 
(l) (2) 
lvestern Union Telegram 99 
Confirmation Letter 58 
Postal Telegraph Day Letter 63 
R. c. A. Radiogram 22 
Money Order Telegram 6 
-- --------- ----
(Total Respondents - 365) 
• 
TABLE llXV 
TELEGRAPH FORMS USED BY THE RESPONDENTS 
(SUHHAHY) 
Extent of Use Never Used 
Per Cent Per Gent 
Total of Total of Total 
Occasionally Seldom Columns 2,3,4 Responses Number Responses 
(3) (4) (5) ( 6) ( 7) (B) 
57 B 164 4S.o 201 ss.o 
53 15 126 34.3 239 65.7 
36 16 us 31.6 250 68.4 
27 21 70 19.2 295 80.8 
19 14 39 10.7 326 10.7 
--------
• 
More Practic 
in School 
(9) 
4 
l 
0 
' 
0 
0 
e 
\Tl (l) 
• 
• 
•• 
59 
Tables XXXVI - XXXIX report the use the respondents made of various 
secretarial forms which are grouped under the heading of miscellaneous 
forms. Table XL is the SUlllllarizing table. 
A total of 294 reported the use of the memorandum, in this case, 
the inter-office memorandum. Twenty-nine respondents, seven from Boston, 
five from Montclair, ll from New York, and six from Providence, felt 
that more work in school on the inter-office memorandum would have been 
helpful to them. 
One hundred and twenty-eight reported the use of the memorandum 
of calls, and eieht thought more practice in school would have been 
helpful. 
Eighteen felt that more practice in the letter of reservation was 
needed, and 16 suggested that more practice in record-keeping cards would 
have been helpful. 
The comparative sales statement was the least used of the forms, with 
only 60 reporting its use. However, three suggested more practice. 
The rather surprising total of 169 reported the use of the key words 
in giving and taking telephone messages, and l2 thought more practice 
was needed in this phase of telephoning. 
Although some time is spent in the course in learning how to set up 
an itinerary, it was inadvertantly lei't off the questionnaire. Seventeen 
added the procedure to the list as given. This included four from Bost~ 
three from Hontclair, seven from New York, and three from Providence. 
Four added the estimation of tabulations, and five added manuscripts 
to the list of forms submitted to the respondents • 
• • • 
TAB!l!: XXXVI 
MISCELLANEOUS FORMS USED BY THE RESPONDENI'S 
(BOSTOn SCHOOL) 
Extent of Use 
Total of More Practice 
Often Occasionally · Seldom ColUillilB 2,3,4 Never Used in School 
1957 1958 1957 1958 • 1957 1958 . 1957 1958 1957 1958 1957 1958 
(1) (2) (3) (4) I (5) (6) (7) I 
! 
MemorandUlll 40 38 3 5 2 3 45 46 lD 15 4 7 
MemorandUlll of Calls 31 33 2 5 2 3 I 35 41 20 20 0 4 
Key Words--Telephone 9 15 4 2 5 6 18 23 37 38 1 5 
Appointment Schedule 21 21 5 9 6 5 32 35 23 26 0 2 
Call Slip 28 25 6 2 2 3 36 30 19 31 0 4 
Index Cards 21 25 5 9 3 3 29 37 26 24 0 l 
Letter of Reservation--Hotel 13 ll l4 15 4 6 31 32 24 29 l 4 
Record-keeping Cards l4 20 5 6 4 5 23 31 32 30 0 4 
Routing Slips lD 13 5 5 5 3 20 21 35 40 0 l 
Balance Sheet 6 8 8 6 l 0 15 l4 40 47 0 3 
Comparative Sales Statement 2 3 4 4 3 l 9 8 46 53 0 l 
(Total Respondents--1957,55) ~ 
1958,61) 
• 
(1) 
MemorandUIII 
MemorandUIII of Calls 
Index Cards 
Record-keeping Cards 
Call Slip 
Letter of Reservation-Hotel 
Appointment Schedule 
Routing Slips 
Key Words--Telephone 
Balance Sheet 
Comparative Sales Statement 
. 
.. 
(Total Respondents--1957,34) 
1958,27) 
' 
• 
TABLE XIlCVII 
MISCELLANEOUS FORMS USED BY THE RESPONDENTS 
(MONTCLA.IR SCHOOL) 
• 
~--
-
I I ' Extent of Use I 
I 
' 
Total of i More Practice 
Often Occasionally Seldom Columns 2,3,4 : Never Used in School 
1957 1958 1957 1958 1957 1958 1957 1958 ; 1957 1958 1957 1958 
i 
(2) (3) (4) (5) I (6) I (7) I 
30 19 1 2 1 1 32 22 2 5 3 2 
25 17 2 8 0 0 27 25 7 2 1 1 
23 15 5 7 0 0 28 22 6 5 3 1 
19 14 5 5 1 2 25 21 9 6 1 3 
I 
19 15 3 4 1 1 23 20 ! 11 7 1 1 
I 
13 lD 6 6 2 3 21 19 13 8 2 2 
' 16 15 4 2 2 0 22 17 12 lD 2 1 
' 
20 5 3 3 0 3 23 11 11 16 1 0 
6 lD 4 4 3 1 13 15 21 12 1 1 
7 0 4 1 1 0 12 1 22 26 1 0 
4 0 3 3 1 1 8 4 26 23 0 0 
- - - - - ·--· - - -- -- -··- ·-------
~ 
• 
i 
(l) I 
Memorandum I 
Index Cards ! 
Memorandum of Calls i 
Routing Slips j 
Appointment Schedule 
Letter of Reservation--Hotel 
KeyWords--Telephone 
Call Slip 
Record-keeping Cards 
Balance Sheet 
Comparative Sales Statement ' ! 
(Total Respondents--1957 1 55) 
1958,52) 
• 
TABIE XXXVIII 
MISCELL.~NEOUS FORMS USED BY THE RESPONDENrS 
(NEW YORK SCHOOL) 
Extent of Use 
-- Total of i 
Orten Occasionally[ SeldCill Columns 21 31 4 : Never Used 
1957 1958 1957 1958 1957 1958 1957 1958 I 1957 1958 
(2) (3) (4) (5) (6) 
37 39 7 3 l l 45 43 lD 9 
30 15 4 13 6 5 40 33 15 19 
26 24 8 lD 4 0 38 34 I 17 lB 
23 17 I 8 lO 2 l 33 28 22 24 
' 
' 25 19 4 ll 6 4 35 34 ! 20 lB 
19 15 7 l2 l2 0 38 27 17 25 
l2 5 8 7 I lD 4 30 16 25 36 
24 20 2 9 6 2 32 32 25 20 
25 15 3 9 7 l 35 25 20 27 
4 7 3 3 6 3 13 13 42 39 
4 2 3 4 3 5 lD 11 45 41 
• 
More Practice 
in School 
1957 1958 
(7) 
7 4 
0 0 
I 0 3 
I 0 l I 
I l 1 
' 1 3 I 
' 0 l I 
0 0 
0 4 
0 0 
0 0 
a.. 
"' 
• 
Memorandum 
letter of Reservation--Hotel 
Memorandum of Calls 
Call Slip 
Record-keeping Cards 
Appointment Schedule 
Index Cards 
KeyWords--Telephone 
Balance Sheet 
Routing Slips 
CCIIIparsti ve Sales Statement 
(Total Respondents--1957,36) 
1958,45) 
• 
TABIE XXXIX 
~!ISCELLANE:OUS FORMS USED BY THE RESPONDEN.l'S 
(PROVIDENCE SCHOOL) 
Extent of Use 
-- -~ --- -~-~ 
I 
Seldom Columns 2,3,4 
1957 
Often 1 Occasionall.y 
1958 i 1957 1958 
I Total of 
1957 1958 i 1957 1958 I 
··---
28 23 
i 
6 7 0 0 34 30 
5 8 I 11 11 
I 
6 4 I 32 23 
19 19 2 2 2 1 [ 23 22 
16 15 I 3 5 5 1 ! 24 21 
I 
15 18 
1 
24 3 3 2 3 ' 20 
21 10 3 5 2 1 26 16 
16 15 3 4 2 1 21 20 
8 8 4 5 5 1 17 14 
2 2 9 2 2 7 13 ni 
4 10 2 2 5 0 11 l2 
4 0 1 1 4 0 9 1 
• 
More Practice 
Never Used in School 
1957 1958 i 1957 1958 
2 15 6 1 
14 22 1 0 
13 23 1 0 
I l2 24 I 1 0 1 
I 16 I 21 3 0 
l2 29 2 1 
15 25 1 0 
19 31 0 0 
23 34 2 0 
25 33 0 0 
27 44 0 0 
~ 
• • • 
TABLE XL 
HISCELLANEOUS FOPJ•IS USED BY THE RESPONDENTS 
(SilllHARY) 
Extent of Use Never Used 
Per Cent Per-Cent 
Total of of Total of Total i More Practic e 
Often Occasionally Seldom Columns 2,3,4 Responses Number Responses \ in School 
(1) (2) (3) (4) (5) ( 6) ( 7) ( 8) (9) 
Memorandum 245 38 11 294 so. 7 71 19.3 29 
Memorandum of Calls 192 33 12 237 65.0 128 35.0 8 
Index Cards 16c 50 20 230 63.1 135 36.9 8 
Appointment Schedule 148 45 27 220 6c.3 145 39.7 7 
Letter of Reservation--
Hotel 100 78 32 210 57.6 155 42.4 13 
Record-keeping Cards 134 43 30 207 56.8 158 43.2 16 
Call Slip 142 32 23 197 54.0 168 46.0 8 
Routing Slips 114 43 16 173 47.4 192 52.6 3 
Key vlords--Te1ephone 97 38 34 169 46.4 196 53.6 12 
Balance Sheet 36 36 20 92 20.3 273 79.7 6 
Comparative Sales Statement 19 23 18 6c 16.5 305 83.5 3 
i 
I 
~ 
(Total Respondents - 365) 
• 
• 
• 
Same traitrl.ng in the use of the adding machine, the checkrnaster, 
and the miJneograph is included in the course in secretarial. procedures. 
Traitrl.ng is also given in the use of the Audograph. Tables XLI - XLIV 
report the use the respondents make of these machines by schools, and 
Table XLV is the summarizing tabJ.e. 
A total of 288 respondents reported using the adding machine. 
Thirty respondents, including nine from Boston, seven from Montclair, 
five from New York, and seven from Providence suggested that more prac-
tice on this machine should be given. This is a significant number 
and consideration should be given to increasing the training period on 
the adding machine. Eighteen added calculators to the list. 
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Three respondents including two from Providence and one from Mont-
clair suggested more practice on the checkmaster. A total of 1.07 reported 
making use of this machine • 
A total of 105 respondents reported using the Audograph, and 15 sug-
gested more practice in school. A total. of 1.1.7 respondents noted the use 
of seven other transcribing machines. Fifty-one respondents reported 
the use of the Dictaphone, 18 the use of the Sound-Scriber, 18 the use 
of the Voice-\1riter, 16 the Stenorette, l.O the Ediphone, two the Tele-
voice, and two the Tape Recorder. 
This totals 222 respondents "Who reported using one or the other of 
the transcribing machines on the market. In view of this large figure 
and the fact that 15 requested more training on the Audograph, it would 
seem that more time should be devoted to this phase of secretarial skiJ.J.s. 
Consideration should be given to adding another machine to the Audograph 
• 
• 
• 
already in use in the classroom • 
Eighty-six respondents reported the use of the mimeograph and 11 
thought more practice in school was needed. 
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A total of 242 respondents reported the use of 15 different photo-
static and duplicating machines in addition to the one mentioned in the 
questionnaire. Sixty-two respondents reported the use of the Thermofax, 
and 63 the Ditto. In addition, 23 respondents noted that they typed 
Ditto masters but did not run them off. Forty-nine respondents reported 
the use of the Verifax, 23 the ozalid, and 14 the multilith. 
It is recognized that no secretarial school can teach all the 
copying machines, but demonstrations may be arranged by business machine 
oompanies so t.hat students may become familiar with the name and function 
of each machine. Learning the manipulation of the machine may well be 
an on-the-job procedure • 
• 
(l) 
Adding Mac:hine 
Audograph 
Checlanaster 
M1meograph 
(Total Respondents--1957,55) 
1958,61) 
• 
TABLE XLI 
OFFICE MACHINES USED BY THE RESPONDENTS 
(BOSTON SCHOOL) 
Extent of Use 
i 
~ 
Total of 
Otten Occasionally Seldom i Columns 21 31 4 
1957 1958 1957 1958 1957 1958 i 1957 1958 
I 
(2) I (3) I (4) 
I (5) ! 
26 33 l5 lO 4 2 45 45 
8 ll 6 2 4 8 18 21 
8 lO l 6 6 3 15 19 I 
13 lO I 2 5 4 0 19 l5i 
• 
I 
More Practice 
Never Used in School 
1957 1958 1957 1958 
(6) ( 7) 
lO 16 l 2 
37 40 2 2 
4o 42 I l 3 
36 46 I 2 l 
5!3 
• 
(1) 
Adding Machine 
Checkmaster 
Audograph 
Mimeograph 
(Total Respondents--1957,34) 
1958,27) 
• 
TABLE XLII 
OFFICE MACHINES USED BY THE RESPONDENTS 
(MONTCLAIR SCHOOL) 
Extent of Use I 
I 
I 
I 
I 
' 
1 Total of I 
Often I Occasionally j Seldan I Col=s 2,3,4 I Never Used 
1957 1958 1957 1958 : 1957 1958 1957 1958 : 1957 1958 
. I I 
(2) (3) I (4) I (5) I (6) 
I I 
20 12 12 5:0 11.32 1812 9 
3 1 2 1 2 1 I 7 3 27 24 
1 2 I, 1 0 i 4 6 3 I 28 24 1 ! I 
4 2 0 0 I 2 0 ! 6 2 I 28 25 
I - J 
• 
· More Practice 
in School 
1957 1958 
(7) 
6 2 
1 1 
0 3 
2 0 
~ 
• 
(1) 
Adding Machine 
Audograph 
Gheckmaster 
Mimeograph 
(Total P~spondents--1957,55) 
1958,52) 
• 
TABLE XLIII 
OFFICE MACHINES USED BY THE RESPONDENTS 
(NEW YORK SCHOOL) 
Extent of' Use 
----
-- - -·-·- --
Total of' 
Often Occasionally Seldan Columns 2,.3,4 
1957 1958 1957 1958 1957 1958 1957 1958 
(2) (.3) (4) (5) 
20 24 17 17 7 .3 44 44 
2 8 .3 5 9 3 l4 16 
4 5 2 0 lD 5 l6 lD 
0 ll 4 1 2 0 8 l2 
Never Used 
1957 1958 
(6) 
ll 8 
4l 36 
39 42 
47 40 
• 
More Practice 
in School 
.1957 1958 
(7) 
2 l 
2 l 
0 0 
0 l 
0'-
'D 
• 
(1) 
Adding Machine 
Audograph 
Checlanaster 
Mimeograph 
(Total Respondents--36,19,7) 
45,19,8) 
• • 
TABLE XLIV 
OFFICE MACHINES USED BY THE RESPONDENTS 
(PROVIDENCE SCHOOL) 
Orten 
19,7 19,8 
(2) 
16 18 
' 4 
0 
13 
7 
8 
Extent of Use 
Occasionally 
19,7 19,8 
(3) 
8 9 
3 
3 
5 
4 
5 
3 
I 
Total of More Practice 
Sel.d0111 
119'7 19,8 
Columns 21 3,4 Never Used in School 
19,7 19,8 19,7 19,8 19,7 19,8 
(4) 
2 7 26 
4 
4 
0 
3 I 12 
4 11 
2 ' 
. 
(5) (7) I (6) 
! 
-I 
I 
34 I 10 11 3 1 
20 24 25 3 2 
16 2' 29 2 3 
13 31 32 0 0 
-.J 
0 
• • • 
TABLE XLV 
OFFICE l1ACHII.'ES USED BY THE RESPONDENTS 
(SUMMARY) 
Extent of Use 
Total of 
Often Occasionally Seldom Columns 2,3,4 
( 1) (2) l3J \4) \5) 
Adding ~lachine 169 93 26 288 
Checlanaster 40 23 44 107 
Audograph 54 24 27 lOS 
i1imeograph 55 14 17 86 
----~-
---
*Other calculating machines: 
Calculator 18 
*Other transcribing machines: 
Dictaphone 51 
Sound-Scriber 18 
Voice-'1/riter 18 
Stenorette 16 
Ediphone 10 
Televoice 2 
Tape Recorder 2 
(~: An additional 23 reported they t)~ed ditto masters but did not run 
(* These were in addition to machines included in the auestionnaire) 
(Total Respondents - 365) 
--·-
Never Used 
Fer Cent Fer Cent 
of Total of Total More Practic e 
Responses Number Responses in School 
\b) \7) \ (j) (9) 
79.0 77 21,0 25 
29,4 258 70,6 3 
28,8 26o 71.2 15 
23.6 279 76.4 11 
---~ 
*Other duplicating machines: 
Ditto 63 
Thermofax 62 
Verifax 49 
Ozalid 23 
Multilith 14 
Bruning machine 6 
Hectograph 5 
Copease S 
Photostat 5 
Colitho-Plate 4 
Photocopy 3 
Photo-offset 1 
Axograph 1 
Lithograph 1 
Gestnetner 1 
them off) 
__, 
I-' 
• 
• 
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The recipients of the questionnaires were asked other questions, 
not directly related to the course, but of eeneral interest to the 
administration and faculty. Tables XLVI - XLIX give the answers of the 
respondents to these questions by schools, and Table L is the sunnnarizing 
table. 
A total of 218 respondents used the electric typewriter, 147 did not. 
The respondents were not asked whether more practice in school would have 
been helpful. However, 41 wrote that more practice on the electric type-
writer was needed. In view of this, and the fact that 59.7 per cent of 
the respondents used the electric typewriter, it is felt that more time 
should be allotted to its use by each student. 
A total of 219 reported the use of elite type, 98 the pica. Of the 
latter, only 19 respondents were graduates of the Boston school, 18 of 
the Hontclair school, 29 of the New York school, while 42 were graduates 
of the Providence school. Forty-eight respondents reported that they 
used the IBH executive type. 
Only 91 respondents reported that their offices had style manuals. 
This would indicate that the practice of stressing one good style in 
school is essential. 
When given a choice, the grati.t'y:i.ng total of 314 respondents used 
the "K. G. preferred" style of letter setup, and 219 reported the use of 
the preferred envelope style. 
One hundred and forty-seven reported that they found the scrapbook 
of approved secretarial procedures a good reference. A total of 335 re-
ported they found the correspondence handbook a good source of reference; 
only 30 did not find it helpful • 
*' 
• 
--~~-
Do you use an electric typewriter? 
Do you use elite type? 
IBM executive type 
~oes your office have its own style manual? 
• 
TABLE XLVI 
MISCELLA.NEOUS INFORHATION 
(BOSTON SCHOOL) 
;Jhen given a choice, do you use the 11K. G. preferred" letter setup? 
fuen given a choice, do you use the 11K. G. preferred" envelope style? 
Do you find your secretarial procedure scrapbook a good reference? 
)o you find your correspondence handbook a good reference? 
(*Not included in questionnaire) 
Total Respondents--1957,55) 
1958,61) 
Yes 
1957 
37 
40 
10 
15 
49 
30 
22 
46 
195tl 
37 
40 
7 
8 
54 
33 I 
22 
55 
' 
• 
-------
No 
1957 195tJ 
lB 24 
5 14 
0 0 
40 53 
6 7 
25 28 
33 39 
9 6 
- - - - ---
--J 
w 
• • 
TABLE XLVII 
MISCELLANEOUS INFORHATIOII 
(MO!ITCLADl SCHOOL) 
~-~- --- r~ 
1 Yes 
I I l957 
~ 
Do you use an electric typewriter? 18 
Do you use elite type? 21 
*IBM executive type 3 
Does your office have its own style manual? 12 
When given a choice, do you use the "K• G. preferred" letter setup? 24 
\-/hen given a choice, do you use the "K• G. preferred" envelope style? 20 
Do you find your secretarial procedure scrapbook a good reference ? lD 
Do you find your correspondence handbook a good reference? 33 
(*Not included in questionnaire) 
(Total respondents--1957,34) 
1958,27) 
1958 
15 
I 
I 
16 
3 
5 I 
' 
21 
16 
11 I I 
23 I 
I j 
• 
No 
l957 
16 
lD 
0 
22 
lD 
14 
24 
1 
1958 
12 
8 
0 
22 
6 
11 
16 
4 
.... 
j:"'" 
* 
• 
)o you use an electric typewriter? 
)o you use elite type? 
IB1 executive type 
)oes your office have its own style manual? 
• 
TABLE n.VIII 
MISCELLANEOUS INFOID1ATION 
(NEW YORK SCHOOL) 
o/hen given a choice, do you use the 11K. G. preferred" letter setup? 
o/hen given a choice, do you use the 11K. G. preferred" envelope style? 
)o you find your secretarial procedure scrapbook a good reference? 
Jo you find your correspondence handbook a good reference? 
1957 
34 
21 
l2 
15 
51 
37 
25 
49 
(*Not included in questionnaire) 
(Total Respondents--1957,55) 
1958,52) 
Yes 
1958 
35 
35 
lO 
17 
43 
28 
19 
49 
• 
-
No 
1957 
21 
22 
0 
40 
4 
18 
30 
6 
---
1958 
17 
7 
0 
35 
9 
24 
33 
3 
-
...., 
\n 
* 
• • 
TABLE XLIX 
MISCELLANEOUS INFORMATION 
(PROVIDENCE SCHOOL) 
----------
Yes 
1957 
Do you use an electric typewriter? 18 
Do you use elite type? 23 
IBH executive type 0 
Does your office have its own style manual? 10 
ilhen given a choice, do you use the 11K. G. preferred" letter setup? 34 
~en given a choice, do you use the 11K. G. preferred" envelope style? 25 
Do you find your secretarial procedure scrapbook a good reference? 16 
Do you find your correspondence handbook a good reference? 36 
------- ---- - - -- - - ----- --- --------- ----
(*Not included in questionnaire) 
(Total Respondents--1957,36) 
1958,45) 
• 
--
-- -·- -
No 
1958 1957 1958 
24 18 21 
23 13 19 
3 0 0 
9 26 36 
38 2 7 
30 11 15 
22 20 23 
44 0 1 
------
- -----'-~-
- --
7t 
• 
Do you use an electric typewriter? 
Do you use elite type? 
• 
TABlE L 
MISCELLANEOUS INFOID!ATION 
(SUMMARY) 
*IBM executive 
Does your office have its own style manual? 
When given a choice, do you use the 11K. G. preferred" letter setup? 
When given a choice, do you use the 11K. G. preferred" envelope style? 
Do you find your secretarial procedure scrapbook a good reference? 
Do you find your correspondence handbook a good reference? 
Yes 
Number 
218 
219 
48 
91 
3J..4 
219 
J..47 
335 
(*Not included in questionnaire) 
(Total Respondents--365) 
Per !;ent 
of Total Number 
59.7 J..47 
60.0 98 
]J.l 
24.9 274 
86.1 51 
60.0 J..46 
40.2 218 
91.2 30 
• 
No 
.t'er Cent 
of Total 
40.2 
26.9 
75.0 
13.9 
40.0 
59.4 
8.2 
_, 
_, 
• 
• 
• 
Table LI is .a compilation of the number of times the various filing 
~stems were checked. Same respondents checked more than one ~stem; 
others did not check any. 
The subject filing ~stem was used by 251 respondents; the numeric, 
117; the geographic, 70; the varidex, 60; alphabetic, 50; and others 
to a lesser der,ree. It would seem that the filing course as given at 
the school is sufficent for the needs of the graduates and no change 
need be contemplated. 
The recipients of the questionnaires were not asked what they 
thought of the course as a whole, but 27 took the time to write that 
they were grateful for their Katharine Gibbs training. 
The findings of the data presented in this chapter are summarized 
in Chapter V. Recommendations, based on the findings, are also included 
in this final chapter • 
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• 
TABLE LI 
REPORT ON FILI:ID sYSTEMS 
System Number of Times Checked 
Subject 251 
Numeric 105 
Geographic 70 
Varidex 60 
Alphabetic 50 
• 
Automatic Triple Check 8 
Kardex 3 
Cross-Index 3 
Chronological l 
Soundex l 
Tickler l 
Rolodex l 
• 
• 
• 
• 
CHAPTER. V 
SUNHARY OF FINDINGS AND RECOMMENDATIONS 
The purpose of this survey was to determine to what extent the 
recipients used the knowledges and skills taught in the secretarial 
procedures course. Several ot~er questions pertaining to the use of 
office machines, filing systems, and the source of finding employment 
were added. 
A four-page survey sheet was sent to 630 selected 1957 and 1958 
graduates of the four Katharine Gibbs Schools. Replies were received 
from 365 or 6o per cent of the 6o8 who received the questionnaire. 
Twenty-two were returned by the postal department. There was a very 
even distribution of answers. One hundred and eighty replies were 
received from the 1957 graduates and 185 from the 1958 graduates 
The answers from the respondents were tabulated and the results 
presented in this study. 
Summary of the Findings 
The course in secretarial procedures is required of all students 
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in all curricula. Any changes in course content made affect all schools. 
Because of this fact, the summary is based on the summarizing tabulations 
without reference to the individual schools. 
1. The respondents availed themselves of the services of the placement 
office. A total of 229 respondents obtained their initial positions through 
one of the placement offices. Twenty-seven obtained their initial positions 
• 
• 
• 
through one of the placement offices. Twenty-seven obtained their 
initial positions as a result of the placement project which is ex-
plained on page 4. Forty-three of the 99 respondents reporting second 
positions stated that they obtained them through the help of a placement 
office. 
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2. There was great variation in the median initial salaries. The 
1957 New York graduates reported a median of $68.50 and the 1958 graduates 
a median of $68.75. The Providence graduates reported the lowest median 
salaries with a median in 1957 of $52.)0 and in 1958 of $51.57. 
3. That portion of the secretarial procedures course devoted to 
letter styles and letter forms seems to serve the graduates well. Three 
hundred and twenty or 89.7 per cent of the respondents used the single-
spaced, indented style. This is the 11K. G. preferred" letter setup. Only 
15 respondents reported the use of the NOMA letter setup. This does not 
seem a sufficient number to warrant the addition of this style to the 
course. Fifty-five respondents thought more time should be devoted to 
the two-page letter, and 29 felt that the letter with extra carbon copies 
needed more practice in school. 
4. Checks and deposit slips were the most frequently used of the 
banking forms, but the respondents reported the use of all the forms taught 
in the course. The respondents used the promissory note and sight draft 
the least, but in each case two respondents thought more practice should 
be given in school. There were no significant addittons to the list as 
given. 
5. The requisition, shipping label, and purchase order were the most 
frequently used of the purchasing, billing, and shipping forms. A total 
• 
• 
• 
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o:f 191l reported use of the requisition, 155 o:f the shipping label, and 
149 of the ~~rchase order. A total o:f only 45 reported the use of 
the express form, and 63 the use of the bill of lading. As these are 
simple forms to learn, their eliRination from the course might well be 
considered. None of the respondents felt that more practice was needed 
in any of the forms, and no other forms were added to the list as given. 
6. A total of 119 respondents reported the use of the contract form, 
and 14 thought more practice should be given in school. This form was 
dropped from the course after 1957, and consideration should be given 
to its reinstatement. Only 65 respondents reported the use of the lease 
and 59 the use of the bill of sale. However, four thought more emphasis 
should be given to the lease in school, and two thought more practice in 
the bill of sale would have been helpful. 
1. The respondents did not use either of the two payroll forms to any 
extent. Only 46 respondents reported the use of the payroll sheet, and 
13 the use of the change memorandum. 
Although social security reports and withholding tax reports are not 
a part of the course, they were included in the questionnaire. Seventy-
four respondents reported the use of the social security report, and 24 
thought practice should be given in school. Seventy-six respondents 
used the withholding tax form, and 23 thought practice in school would be 
helpful. Thirty-seven respondents added the expense account report, and 
10 the petty cash voucher. Serious consideration should be gj_ven to 
changes in this phase of the work • 
··~ 
• 
• 
• 
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8. A total o£ 164 respondents used the Western Union telegram, and 
£our thought more practice would be help£ul. A total o£ 126 reported the 
use o£ the con£irmation letter, and 115 the use o£ the postal telegraph 
day letter. The money order telegram was used the least o£ any £orm 
in this group with a total o£ 39 reporting its use. 
9. As was to be expected, the respondents reported the most use 
o£ miscellaneous o£fice forms. 
A total o£ 294 used the memorandum, and 29 thought more practice 
would be help£ul. Two hundred and thirty-seven reported use o£ the memo-
randum of calls, and 230 the use o£ index cards. In each case eight 
respondents thought more practice indicated. The comparative sales state-
ment was used the least, with 60 respondents reporting use of this form. 
Three thought more practice would be helpful • 
Thirteen suggested more practice in letters of hotel reservation, 
and 16 thought more time should be devoted to record-keeping cards. 
lO. Two hundred and eighty-eight respondents reported using the 
adding machine, and 30 thought more practice in school indicated. A total 
of 288 respondents reported using one or the other of the transcribing 
machines on the market. Of these, 105 reported using the Audograph1 the 
transcribing machine on which training is given at the Katharine Gibbs 
School. 
A total of 242 respondents reported the use of a duplicating or photo-
static machine. 0£ these, 86 respondents reported the use of the mimeograph, 
the machine on which training had been received in school. The Ditto was 
... 
-
• 
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used by 63 and the Thermofax by 62 respondents • 
11. A total of 218 respondents reported the use of the electric 
typewriter, and 219 that they used elite type. Only 91 respondents 
stated that their offices had style manuals. 
A total of 314 respondents reported using the "K. G. preferred" 
style of letter setup when there was no office manual to follow, but 
only 219 used the envelope style. 
A total of 147 respondents felt that their secretarial procedures 
scrapbook served as a useful reference, and 335 respondents used the 
correspondence handbook on the job. 
l2. The subject filing system was the one most widely used by the 
respondents. This was reported being used by 251 respondents. The 
numeric filing system was reported as being used by 105 respondents, and 
the varidex by 60. 
Recommendations 
The following reconnnendations are made on the basis of the data 
received from the respondents to the questionnaire. 
1. From the results of the survey of the graduates, it would seem 
that the course should be retained as a requirement. 
2. Additional practice should be given in the setting up of a two-
page letter, letters on monarch stationery (7~ by ll), and letters with 
extra carbon copies. 
3. The assignment on banking forms might well be reduced by the 
elimination of promissory notes and sight drafts from the secretarial 
• 
• 
• 
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procedures course. These forms could become part of the typewriting course 
and given as a homework assignment. 
4. The use of the contract form should be restored to the group 
of legal forms. 
5. Payroll forms should be completely eliminated from the secretarial 
procedures course. The great majority reported that they never used these 
forms, and their place in this course is questionable. Sane thought should 
be given to the replacement of these forms by social security reports and 
withholding tax statements. 
6. More practice should be given in making up appointment schedules, 
memoranda of calls, inter-office memoranda, and the use of record-keeping 
cards. 
7. Instruction should be given on more than one transcribing machine. 
The students should have the opportunity of attending a demonstration of 
several of the transcribing machines. 
8. Sane consideration should be given to more intensive training on 
the adding machine. 
9. More intensive practice should be given on the electric typewriter. 
10. The typing of ditto masters mould be added to the course. 
11. Demonstrations should be arranged on some of the duplicating and 
photostatic machines on the market. Thermofax and Verifax are two, in 
particular, that the students should observe. 
l2. Arry time released by the elimination of forms should be used 
to increase skill in production work. 
13. Another follow-up study should be encouraged in a few years so 
that the course may be kept up to date with rapid~ changing office procedures • 
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39 Fuller Street 
Brookline 46. Massachusetts 
/.Ia rch 20 • 1959 
Dear Katharine Gibbs Alumna 1 
Because I e.m undertaking a survey to determine how 
useful you are finding the material in our secretarial proce-
dure course. I e.m sclioitin!'; your help. Will you please fill 
out the enclosed questionnaire. giving me your frank appraisal. 
Your answers will be considered conridential. and 
your name will be used only to check against the number of 
questionnaires sent to alumnae • 
This study is being conducted with the approval of 
Miss Marion Beck. vice president in charge of our technical de-
partment. and under the direction of Professor Lester I. 
Sluder. associate professor. of business education at Boston 
University School of Education. 
Will you please return this questionnaire within a 
day or two. I shall appreciate your help in completing the 
survey. A stamped. self-addressed envelope is enclosed. 
Very sincerely yours • 
/t~ z:r-
Helen Katzen 
Teacher. Providence School 
Enclosures 2 
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STUDY OF PRACTICAL APPLICATION OF SECRETARIAL PROCEDURE COURSE 
I. BACKGROUND INFORMATION 
Name·-------------------------------------------------------------
Address 
-------------------------------------------------
1. Location of Katharine Gibbs School attended (please check one) 
a. Boston 
-------
b. Montclair 
--------
------ c. N"" York 
d. Providence 
---------
2. Year of graduation 
------- 1957 ______ 1958 
3• Program in which enrolled (please cheok one) 
a. One-year secretarial (Group a ____ February; ____ July; ____ September) 
b. Liberal arts-Secretarial 
c. Special Course for College Women 
4. Employment data (please fill in completely) 
Datesa From 
l'o 
Name of firm 
Type of firm 
Starting salary 
Final (or present) 
salary 
First position Second position other 
5· Number cf secretarial workers in office (please check und~r each position) 
One 
Two to four 
Five or more 
(continued) 
6. Method of obtaining employment (please check one under each position) 
First position Second posit ion other 
a. Placement project 
b. Placement office 
c, Employment agency 
do Relatives 
e. Friends 
f. Advertisement 
g. Civil Service 
Examination 
II. Indicate by a check in column 1, 2, or 3, the extent of use of each 
item or prooedure. In column 4, indicate by check your belief that 
-2-
• 
more practice in school is needed, Do not check items not used up to this timeo 
1. Letter forms 1 
a. Double spaced, indented 
b. Single spaced, indented 
c, Single spaced, blocked 
d. Hanging indention 
a, Two-pe1ge letter 
f. Letter with extra copy 
g. Letter - exact copy 
r , Letter - note paper 
~. Executive stationery 
j. Completion of form 
letters 
k, NOMA letter style 
other t;tEes - name 
2. Banking forms 1 
a. Deposit slips 
b. Checks 
c. Voucher checks 
d. Promissory note 
e. Sight draft 
f. Reconciliation of 
bank statement 
other tyEes - name 
(l) (2) (3) (4) 
l'J!ore practice 
Often Occasionally 0eldom in school 
(continued) 
• 
• 
4. 
Purchasing and. billing f'onns 1 
a. IilVentory 
b. Requisition 
o. Purchase order 
d. Invoices 
e. Statement of' account 
f'. Credit memorandum 
g. Express form 
h. Bill of' lading 
i. Shipping label 
Other types - name 
Legal f'onns 1 
a. Bylaws 
b. Contract 
c. Legal manuscript covers 
d. Lease 
e. Bill of' sale 
Other types 
- name 
5• Payroll f'orms1 
a. Payroll sheet 
b. Change memorandum 
c. Social security reports 
d. Withholding tax reports 
Other types - name 
6. Telegraph f'orms1 
a. Postal tele~raph 
day letter 
b. R. c. A. radiogram 
c. Western Union telegram 
d. Confirmation letter 
e. Money order telegram 
Other types - name 
-3-
(1) (2) (:~) (4) 
More practice 
Often Occasionally Seldom in school 
• 
• 
• 
(continued) 
• 
• 
• 
(1) (2) (3) (4) 
More praotioe 
Orten Oooasionally Seldom in sohool 
1· Miscellaneous s 
a. Balanoe sheet 
b. Comparative sales statement 
o. Routing slips 
d. Memorandum of oalls 
---
e. Appointment schedule 
f. Call slip 
---
g. Key words - telephone 
h. Memorandum 
1. Letter of reservation (hotel 
j. Record-keeping cards 
k. Index cards 
other types - name 
Please indicate whioh of the following offioe maohines ~u ~ used 
8. Adding machine - --
9· Cheokmaster 
10. Audograph 
other transcribing machines-~ 
11. Mimeograph 
other duplicating maohines - name 
IV. MISCELLANEOUS INFORMATION (Please answer "yes 11 or "no") 
1. Do you use an eleotrio typewriter? 2. Elite type?----
2. Does your offioe have ita own style manual? 
3· When given a ohoioe, do you use the K. G. "preferred" letter setup? 
4. When given a ohoioe, do you use the K. G. 11 preferred 11 enve 1 ope s tyl•e? 
5· Do you find your secretarial prooedure sorapbook a good referenoe? 
6. Do you find your oommunioations handbook a good referenoe? 
7• Please oheok the filing s7stem or systems you have used 
89 
First ~ition Second position other 
a. Varidex 
b. J.utomatio Triple Cheok 
o. Geographic 
----
d. Numeric 
e. Subjeot 
other systems -name 
THANK Yo01 
